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ABSTRACT 

This document describes a workplace literacy program 
designed to improve the literacy skills of entry-level workers in the 
housekeeping, food service, and laundry departments of Grady Memorial 
Hospital in Atlanta. An introduction describes the goals of the 
program and the employees served (low-literate adults who relied on 
word of mouth for most of their information in the workplace) . 
Section 2 gives a rationale for using the whole language approach in 
workplace literacy programs. Section 3 describes the development of 
the program's curriculum, including a literacy analysis, determining 
job-specific literacy demands, determining instructional objectives, 
developing instructional activities and procedures, and assessing the 
programs. Section 4 describes instructional logistics, such as 
scheduling classes, recruiting students, and using tutors. Section 5 
provides a model for developing hospital-based workplace literacy 
programs and includes a literacy task analysis and descriptions of 
instructional sessions. Assessment instruments and instructional 
materials are provided in the ii2~page appendices. The document 
contains 16 references. (CML) 
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persons all of whom contributed directly or indirectly to this 
report. 

Dr. Joanne Nurss, Project Director 

Ms. Ama Saran, Instructor 

Ms. Judy Hiles, Graduate Research Assistant 

Ms. Carol Bartlett, Part-time Instructor 

Ms. Sheryl Gowen, Doctoral Researcher 

Ms. Nancy-Laurel Pettersen, Volunteer 

Ms. Jorie Philippi, Workplace Literacy Consultant 

Dr. Noreen Steward, Communication Consultant 

Ms. Carol Myers, Mathematics Consultant 

Dr. MaryAnne Hall, Literacy Consultant 



An overview of this project is presented in "Workplace 
Literacy; A Challenge for the 1990"s." This twenty-minute 
videotape presents a description of the program and interviews 
with key participants. 
fW^l peppft 

A detailed description of the project and the results are 
presented in Hospital Job Skilj.s Enhancement Proararo Final 
Report . This document contains the evaluation report. 



These materials are available at cost from: 



The Center for the Study of Adult Literacy 
Georgia State University 
Box 682, University Plaza 
Atlanta, GA 303 03. 



Introduction 

The Hospital Job Skills Enhancement Program (HJSEP) was part 
of the U.S. Department of Education's Workplace Partnership 
Literacy Research and Dissemination Projects. These projects 
were funded to develop workers' literacy skills in order to 
increase job productivity and ^to provide new or continued 
employment or career advancement for employees. The HJSEP 
curriculum was designed to improve the literacy skills of entry- 
level workers in housekeeping, food service and laundry 
departments of Grady Memorial Hospital, a large urban public 
hospital in Atlanta. 

The goals of the program were: 

1. to increase the basic literacy (reading, writing, and 
oral communication) of employees relative to their current job 
requirements and/or the requirements for job advancement. 

2. to increase the problem-solving and oral communication 
skills of employees relative to their current job requirements 
and/or requirements for job advancement. 

3. to relate the employees* improving literacy skills to 
improved productivity on the job. 

Several factors were considered in developing the curriculum 
for the Hospital Job Skills Enhancement Program. First, a 
distinction was made between a wo yjc^itg literacy curriculum and a 
workplace literacy curriculum. A worksite program was defined as 
one which transi nts a traditional adult basic education 
curriculum to the employment location. Such an a^jproach usually 
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teaches reading and writing as discrete skills removed from any 
specific context of use. Often the emphasis of traditional 
programs is placed upon determining the reading "level" of the 
student, prescribing a course of study, and finally measuring the 
amount of achievement using tests which will assign the student 
to another, hopefully higher, reading level. In contrast, a 
workplace literacy progrzun was defined as one in which the 
curriculum is tied directly to the literacy demands of specific 
job tasks and provides students with opportunities to practice 
reading, writing, and oral communication activities as would be 
encountered on the job or in the work environment. This approach 
places less emphasis than traditional programs on measuring 
reading levels using tests. It determines success by the 
students' increasing ability to perform the reading, writing and 
speaking activities required in carrying out specific job tasks 
or generally functioning more efficiently in the work 
environment. 

This distinction was an important one in developing this 
curriculum because it determined the basis for establishing 
instructional objectives, what these objectives were, methods 
that were used, materials that were developed, and, most 
importantly, the extent to which the work-related experiences of 
the students themselves were woven into the curriculum. 

The second factor considered in developing this curriculum 
was the population it would serve. Most of the participants in 
this program were low-literate adults who functioned adequately 
in the work environment but with little reliance upon written 




text. For the most part, they were dependent on word-of -mouth 
for most of their information in the workplace; however, they 
were far from being completely illiterate. In fact, these 
participants brought much knowledge and experience of life and 
work to this program. The challenge in developing a curriculum 
was to incorporate opportunities for this knowledge and 
experience to be used in the learning setting in ways that would 
enhance their understanding of written texts in the workplace 
and, moreover, encourage reliance upon written text as well as 
writing and effective oral communication in functioning in the 
work environment. This curriculum was designed to build upon the 
literacy skills, knowledge and experiences workers already 
possessed. 

The nature of the jobs and work environment was the third 
factor considered in developing this curriculum. On the surface, 
it appeared initially that many of the jobs in food service, 
housekeeping, and laundry service required little, if any, use of 
reading, writing, computation, or even effective verbal 
communication. Upon more careful analysis, however, it appeared 
that this was not the case except for computation. Many of the 
expectations of the job tasks could be met more efficiently if 
written procedures were followed, and many of the conflicts among 
co-workers, or between workers and supervisors, could be resolved 
more readily through adherence to written procedures, and 
effective verbal interact . i Avich information in the workplace 
was communicated in writing or vt:-. illy, and many 
misunderstandings arose when there were discrepancies between 



what was in print and what wa.- spoken. Furthermore, it became 
apparent that if workers were to take full advantage of the 
benefits offered by the employment setting and in addition to 
resolve conflicts or negotiate requests, they needed effective 
reading, writing, and verbal communication skills to function in 
their own best interest. 

In considering these factors it seemed that the most 
responsive curriculum for this situation must have the following 
components: 

a. it must integrate the instruction of reading, writing 
and verbal communication 7 

b. it must build upon the workers' prior knowledge and 
experience ; 

c. it must emphasize the use of written text as a vehicle 
for accomplishing relevant workplace tasks; and 

d. it must emphasize student writing and discussion as a 
means of instructing and practicing literacy skills and as a way 
of connecting the student's knowledge and experience with the 
expectations and written texts of the workplace. 

This curriculum was developed as a whole language, language 
experience approach to teaching adults in the workplace to use 
reading and writing and effective verbal communication to 
function more successfully and with greater self-esteem in the 
work environment. The whole language, language experience 
emphasis of the curriculum meant that discussion and student 
writing was used as a vehicle for devcjloping reading skills and 
strategies that related directly to language use in the 

8 10 



workplace* This manual was written to document this curriculum, 
explain the steps of its development, offer examples of what can 
be done in a workplace literacy program, and provide guidelines 
for implementing similar programs in other hospital settings* 
This manual does not intend to be a fonnulaic program of study as 
workbooks or software provide, but it does offer many suggestions 
for applying the above principles in implementing workplace 
literacy programs. 

Rationale for Using Whole Language Approaches in 
Workplace Literacy Programs* 
By definition, a whole language approach to teaching 
literacy skills emphasizes the practice and subsequent 
sophistication of language skills in natural contexts of use. It 
is logical that this approach would be appropriate in a workplace 
literacy program emphasizing the development of job specific 
literacy skills. Furthermore, it is speculated that poor 
retention in many traditional adult education programs might to 
some degree be related to the content of programs and that new 
approaches such as whole language should be tried (Boraks & 
Richardson, 1985; Kazemek, 1988). Also, whole language 
methodology seemed to suit the adult population this program was 
serving, and it seemed to lend itself to meeting the objectives 
of the program as stated in the grant proposal. 



*Based upon a paper written by Judith Hiles (1989). 
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Research shows that retention of students in adult 
education programs has been a consistent problem. The majority 
of Adult Basic Education students stay in programs only one year; 
20% stay longer than one year (Diekhoff , 1988) . Literacy 
Volunteers of America reports that only 25% of their students 
stay in the program for six months or more (Atlanta Journal and 
Constitution, 1989) . This retention problem needs to be 
addressed. There is a need for programs which take new 
approaches. Many traditional programs use "controlled texts and 
tightly sequenced skills approaches which most often make reading 
and writing harder" (Kazemek, 1988, p. 482). Adult programs 
usually are not based on current theory and research about 
language learning (Boraks and Richardson, 1985; Malicky and 
Norman, 1982; Padak and Padak, 1987) and need to take into 
account that, by bringing more information and experience to the 
learning situation, adults learn differently than children. In 
developing this curriculum both current theory on whole language 
and current research findings about adult learners were 
considered. 

Whole language approaches emphasize the use of reading, 
writing, and verbal communication in ways that are natural and 
relevant to the learner and the learner's purposes (Altwerger, 
Edelsky & Flores, 1987; Goodman, 1987; Harste, Woodward & Burke, 
1984; Newman, 1985). For example, in a traditional program 
students may be asked to read a text, answer multiple choice 
questions about what they have read, and practice specific skills 
such as identifying main ideas or decoding of unfamiliar words. 
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Although such practices may at times be implemented in a whole 
language program, the emphasis is different. In whole language 
programs students read texts when their purposes for doing so 
have been established through discussion and writing about 
situations in which the text would supply a necessary resource. 
Lytle (1986) refers to "the complexity and richness of adult 
learners' lives" which an adult literacy program must capitalize 
upon rather than ignore (p. 22). Implementing whole language 
approaches^ students may be asked to talk about different 
experiences they have had in the work environment. Beginning as 
a rather informdl conversation this activity may lead to 
identifying certain problems and then determining the extent that 
written text might serve as resources to solutions.. Texts are 
then read to locate relevant information thus emphasising the 
meaning-making aspect of reading. Students then may be asked to 
discuss further and write about the text and its use. The 
instructor at this time can enable students to generate their own 
texts by having them dictate while the instructor writes down 
what they are saying. This activity can be conducted with one 
student at a time or in groups, with group members discussing a 
topic of their choice and then dictating to the teacher. 
Immediately after discussion the teacher records the students' 
ideas on the chal];board or chart paper, without controlling the 
vocabulary or sentence length. It is instructive for students to 
watch this recording for three reasons: 

1, They will realize that the print represents their 

thoughts. 

U3 



s, 

2. They will see the relationship between the written word 
and spoken word. 

3. Especially with adults incidental learning may occur; 
questions about punctuation, spelling, and sentence 
structure may be asked and answer.:2d (Hall, 1981; Padak and 
Padak, 1987). 

These d- --tated accounts can become part of the reading material 
available for use by the whole class. Reading and re-reading of 
dictated accounts is excellent practice for basic readers (Padak 
and Padak, 1987) . 

According to Harman and Edelsky (1989) whole language 
teaching "tries to create the conditions for literacy acquisition 
that exist for [oral] language acquisition... Like talking, 
reading and writing must be seen by learners as having obvious 
functions in the lives of those around them... the attention of 
[the] talker (and readers and writers) must be on something else, 
on what the talk or print is about . on the social work it is 
doing" (p. 396) . No doubt the setting of work is a rich 
environment for language use and one in which the student is 
directly and daily engaged. It thus supplies the logical 
backdrop as well as criteria for literacy instruction according 
to whole language theory and methods. 

Finally, the benefits of using whole language approaches 
with the population of students participating in this program was 
considered in developing this curriculum. Most of the classes 
consisted of entry-level employees in the Housekeeping, Food 
Service, and laundry departments. These jobs required the least 
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educational preparation of any in the hospital. It was 
anticipated that many of these employees would not have high 
school diplomas or GED certificates, and that many would have 
experienced difficulty or even failure in school. They would 
benefit from classes using a whole language approach for several 
reasons: 

1. The whole language approach provides a risk-free 
environment in which experimentation with language through 
conversation and discussion is encouraged. 

2. Assessment in whole language programs is less reductive 
than in traditional programs. Instead of giving objective tests 
over the content of passages read, whole language teachers look 
for signs of progress in students' use of reading & writing 
strategies. Instead of focusing on errors in punctuation, 
spelling, and usage, whole language teachers focus on developing 
their students' fluency and meaning in writing. 

3. The whole language teacher functions as co-learner and 
collaborator with the students. These functions are most 
appropriate, if not essential, in working with adults. The 
teacher's role is to observe, encourage, and enable the learners, 
capitalizing on the knowledge which they bring to the classroom 
setting. 

4. The whole language approach respects and centers on the 
learner. Materials for reading and topics for writing are 
selected on the basis of their interest and relevance to the 
students . 

In this hospital workplace setting reading materials were 



13l5 



chosen which related directly to the jobs of the participants. 
These materials were naturally more predictable for the 
participants because the ideas and words were already part of 
their speaking vocabulary. Goodaan states, "at any point in time 
the reader has available and brings to reading the sum total of 
experience and language and thought development" (Goodinan, 1967, 
p. 57). More recently, Goodman et al., (1987) stresses, "None of 
us, no matter how proficiently we read, can read written language 
that deals with concepts far beyond our existing knowledge" (p. 
211) . Whole language theory implies that beginning readers 
should be exposed to text which is very predictable-^for them. 
For these employees, hospital memos, instructions about their 
jobs, and personnel manuals vex ., conceptually and experiential ly 
familiar and therefore predictable. 

Developing A Workplace Literacy Curriculum 
The Job Skills Enhancement Program was developed using a 
five-step process: literacy analysis, determining job specific 
literacy demands, determining instructional objectives, 
developing instructional activities, and assessment (see Figure 
1) . 

Literacy Analysis 
The literacy analysis was conducted during the first several 
weeks of the workplace partnership program with Grady Memorial 
Hospital. The literacy analysis involved visiting *che worksite 
and observing the performance of specific job tasks in various 
work areas; interviewing a variety of workers, front-line and 
managing supervisors; and gathering all printed materials used in 



Figure 1 

Developing A Workplace Literacy Curriculum 



LITERACY ANALYSIS 

observe 
interview 

gather all printed material used in work setting 

DETERMINE JOB SPECIFIC LITERACY DEMANDS 

• analyze observation and interview notes 

analyze printed material for implicit literacy skills 

DETERMINE INSTRUCTIONAL OBJECTIVES 

refer to literacy analysis 

develop pre-assessment (using job-related materials) 
determine student goals 

DEVELOP INSTRUCTIONAL ACTIVITIES 

use job related materials 

use scenario-based problem-solving 

integrate reading, writing, speaking 

build on what students already know 

use language experience approach 

model literacy activity and provide practice 

ASSESSMENT 

use activity and task performance 

use post-assessment 

use checklist 

use anecdotal notes 

use job attendance and performance 

use student response 
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the work 'iettJ.ng, In observations of job tasks, step-by-step 
procedures (and obvious literacy activities) were recorded in 
notes. Questions ("Explain to me how you use computer recipes in 
organizing the preparation of coleslaw." "Is the recipe 
distributed to all workers?") were asked as prompts and when 
needed for clarification. In interviews workers were asked to 
explain their jobs ("Describe what you do each day") and asked to 
describe typical problems encountered during the work day and how 
these problems were resolved. Workers were asked what they 
felt made their job difficult and what they believed would make 
their workday easier or more pleasant. Supervisors were also 
asked to describe the daily job tasks of their employees and the 
nature and resolution of problems. Both workers and supervisors 
were asked to describe how written materials were used on a daily 
basis in their work setting. Supervisors were asked to put 
together packages of written materials used in the work setting 
or any materials they wished employees would use in the future. 
Other questions asked workers and super^/isors in interviews 
include: 

1. When and how do misunderstandings arise in this work 
situation? 

2. Are procedures for job performance written down and 
followed in this work situation? 

- . What changes would you make in this work situation? 

4. In resolving disputes, making requests, giving 
directions or asking questions are written documents consulted as 
a reference? 
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Determine JO Specific Literacy Deman<ag 
Observation and interview notes were reviewed and analyzed 
for the literacy activities performed or the literacy activities 
implied in responses to interview questions. All printed 
material was also closnly examined for the kinds of literacy 
demands it would place on a reader. The questions guiding the 
analysis were; What must the worker know about reading, writing 
or oral communication to use this text? To perform this task? 
To sclve this problem? A list of reading and writing demands 
were generated (see Figure 2) and became a basis for developing 
instructional objectives. 

Determine Instructional Objectives 
Once it was determined what kinds of reading, writing, and 
speaking demands were required of students, what needed to be 
taught was then established. The instructional objectives were 
based on a combination of information gathered in the literacy 
analysis, student performance on the pre-assessment (see 
Assessment) and initial discussion of student goals (individually 
and collectively as a class) . At the beginning of each session a 
Literacy Task Analysis chart was developed to summarize the 
literacy demands and their relation to instructional objectives 
(see Figure 3 ) . 
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Figure 2 



Literacy Demands 

Reading 

- Recognize common words and meanings. 

- Develop strategies for determining meanings of unfamiliar 

vords, sentence content, word parts. 

- Recognize meanings of common abbreviations and acronyms. 

- Determine meaning of figurative, idiomatic, and technical 

terms. 

- Identify factual details within text. 

- Follow detailed sequential directions to complete a task. 

- Determine gist of a paragraph or longer text. 

- Use headings and subheadings to determine whether or not text 

contains information necessary to answer a question or solve 
a problem (distinguish between relevant and irrelevant 
information) . 

- Use skimming and scanning to locate information in 

text. 

- Cross-reference within and across text to select infoirmation to 

perform a routine task, answer a question, or solve a 
problem. 

- Use completed form to locate information to complete a task, 

answer question, or solve a problem. 

- Make inferences from texts that do not explicitly provide 

required information. 

- Organize information from various sources into sequenced series 

of events. 

- Interpret codes, symbols, abbreviations. 

Speaking 

- Request information from various sources (supervisors, co- 

workers, friends) . 

- Give directions, sequencing tasks, ordering events to varying 

audiences. 

- Express complaints or requesting changes in a course of action 

to varying audiences. 

- Express opinions about topics or considerations for solving 

problem. 

- Ask questions to varying audiences. 

- Determine appropriate formality and word choice for varying 

audiences and contexts. 

- understanding synonyms/ antonyms (range of word choice). 

- understanding word connotation. 

- distinguishing levels of formality in language use. 

- distinguishing tone as indicated by word choice and voice 

modulation. 

- Det' rraine appropriate non-verbal aspects of communication for 

varying audiences and contexts (eye contact, physical 
position) . 



20 



18 



Figure 2, continued 



Writing 

Generate sequenced directions for completing tasks. 
Request information. 

Describe events, actions, or personal feelings. 
Express dissatisfactions, explanations. 
Fill out forms. 

Use standard grammatical form, correct spelling and punctuation 
in revising text. 
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JOB TASK WHAT STUDENTS MUST KNOW LITERACY OBJECTIVES 
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Develop Instructional Activities 
Instructional activities used job-related materials and 
integrated the use and instruction of reading, writing, and 
speaking. The following procedures are recommended for 
organizing instruction and classroom activities. ^^.xamples of 
specific use of these procedures are explained in t: * 
documentation of each session (see Description of Sessions) • 

Develop Instructional Procedures 

Before Reading 

1. Ask students to discuss, and possibly write (or dictate) 
everything they already know related to the text to be read. 
Emphasize personal experiences with content or structure of the 
text. Discuss whether the structure of the text is a chart, 
form^ memo, etc., and what conventions are used to organize this 
text (headings, capitalization, listings, etc.). Identify 
familiar words or phrases in the text or predicted to appear in 
the text. Begin on the personal level — what the participant 
alreaay knows about the content and structure of the text or the 
situation of its use in the work environment. 

Activities: 

-Small group, whole-class, one-to-one discussion 
-List-making, paragraph writing or dictation 
-Identifying problems and speculating about solutions 

2. Help students identify purpose (s) for reading text. Discuss 
how text is used (or not used) in work setting. Encourage 
participants to generate scenarios in which text is used and to 
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determine purpose (s) for reading text gi'/en those scenarios. If 
text is useless in work setting what would need to be changed 
(re-write) to make it helpful? Organization? Clarity of 
information? Different words? What purpose would the text serve 
in the work setting if any of those factors changed? In 
developing scenarios the purpose for reading the text may vary 
according to any number of variables including the role the 
reader plays — varying perspectives • 
Activities: 

-Small group / whole-class, one-to-one discussion 
-List-making 

-Paragraph writing, sentence writing 

3. Ask students to discuss (or write about) appearance of the 
text. What kind of text (form, chart, table, memo, report)? 
What are the identifiable elements of each kind of text? Ask 
students to examine headings, organization & format of text. Ask 
students to identify important terms/titles. 

Activities: 

-Discussion 

-List-making 

-Paragraph writing 

-Worksheet/ checklist on text type 

4, Help students summarize what they have learned from "Before 
Reading" activities. Ask students to answer the following 
questions in discussion (or writing) : 

What do I already know about the content and structure of 
this text? 
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What experiances have I had related to the content of this 
text? 

What have I determined as my purpose (s) for reading this 
text? 

5. Based on these "Before Reading" activities students should 
have begun and be developing a notebook of key terms — 
specialized and unfamiliar vocabulary. 
During Reading 

Students have identified a purpose (s) for reading text based 
on previous activities and now can begin reading accordingly. 
While reading, ask students to put a check beside sentences 
and/or paragraphs which are understood. If text is a form to 
fill out, ask students to place a check beside and fill out 
sections that are understood. If text is a series of directions, 
ask students to place a check beside the steps that are 
understood. Ask students to place an X beside sections which are 
not understood while they are reading and to circle unfamiliar 
words. Other text marking systems may be assigned according to 
the perspective (role) of the reader. For example, a salad maker 
may be asked to read the monthly menu and underline all salads or 
salad ingredients to be served that month. 

Essentially rhere are two points for the instructor to keep 
in mind: 

a. help students identify the parts of a text they 
understand and the parts of the text they do not 
understand. 

b. help students read text selectively according to their 




role and purpose. 



After Reading 

1. Ask students to review the text and notice the checks that 
were placed beside sections (indicating what content was 
understood) . Students may be asked to make a list of information 
understood from text. Students may be asked to explain to a 
partner, small group, or ins-f .uctor information understood (frcui 
text) . Students may be asked to write a short paragraph 
explaining contents of text. If text is a memo or report, 
students may be asked to explain the contents to another as they 
understood them (referring to check marks made during reading) . 
If text is a form or chart, students may be asked to explain the 
sections they were able to understand and/or fill out. Students 
may be asked to make a list of important words from the text and 
explain their meaning to another. 

The emphasis the instructor must take in After Reading is to 
concentrate on what students are able to read and understand from 
the text — again what is known rather than what is not understood. 
Identification and initial concentration on what the rec-.der knows 
builds a strong foundation of confidence and information with 
which to approach the unknown and difficult content of the text. 

2. Ask students to review the text again and notice the "X's" 
beside sections that were not understood or unfamiliar words that 
were circled. Ask students to list unfamiliar word's in notebook 
and follow procedures of guessing and verifying guess (see Figure 
4) . Based on what is known about the text ask students to guess 
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at unknown parts. For example, if a form has requested name, 
address, and phone number, what other infoirmation might the form 
be requesting. Ask students (possibly with a small group or 
partner) to generate a list of possible information that might be 
expected on the form. Do any of the possibilities listed match 
the unknown information? If text is a set of directions or a 
report, ask students to speculate about missing information. 

Activities: 

-List-making 

-Work with partner or small group 
-Vocabulary notebook 
-Paragraph writing 

-Worksheets of vocabulary or sentence identification of 

unfamiliar parts of texts 
-Teach any pragmatic clues or strategies for identifying 

unfamiliar vocabulary or phrases. 
-Rewriting difficult sections to make easier and 

clearer 
-Role-playing and guessing 
Figure 4 gives a limited example of these instructional 
procedures . 




Figure 4 

Examples of Bef ore/Durino/Af ter Strategies 
Context: Special Events Discount 

Before Reading (Example of instructions to students) 

You have heard from a co-worker that Grady Hospital 
employees are eligible for discounts on entertainment events. 
You want to take advantage of this benefit. 

1. Discuss what you would need to know and do in order to 
use employee discounts on entertainment events. 

A. Make a list oi all the questions you have about 
this employeci benefit. 

B. Revi^fj the qiaestions you have listed. For each 
que -tjion, decide what you must do in order to have 
that question answered. Beside each question make 
a note of what to do. 



IXAMPLE : 



A. 



Do employees really 
get discounts? 

For what events do dis- 
counts apply? 

What steps do I take in 
getting a discount? 

Do discounts make a 
difference? 



B. Call Personnel. 



Read Personnel 
Yellow Pages. 

Decide which event 
I want to attend. 

Locate information 

on this event 

(possibly 

from newspaper) . 



During Reading (Example of instructions to students) 

While reading, underline where on this sheet you are told 
what the "Personnel Yellow Pages" are. What information is 
included on this sheet? The information on this sheet is 
organized under headings. Put a check mark beside each heading 
on this sheet, what do headings look like? 

After Reading (Example of instructions to students) 

1. Read the headings on this sheet- Circle any words you 
do not know. Copy thase words in your Special Terms Notebook and 
write a guess at vhat you think the word means. Then you must 
find out whether your guess about this word is correct. There 
are at least two steps you can take to confirm your guess about a 
word's meaning. 



ERIC 



25 



28 



Figure 4, continued 



A. Ask someone 

B. Use a dictionary 

Either ask someone or use a dictionary to determine whether 
your guess about the word's meaning is correct. Write this 
meaning in your notebook. Then, reread the sentence in which the 
word is contained. Does the sentence make sense with this 
understanding of the word's meaning. If yes, then you have 
learned a new word and hopefully have a greater understanding of 
the information on the sheet. If no, then you may not have the 
meaning of the word that fits the way the word is used on this 
sheet. In this case you cam 

•Skip the word and try to understand the information on 
this sheet without understanding the word. 

•Ask someone to explain the meaning of the word as it 
is used on this sheet. 

•Return to the dictionary to see if other meanings of 
the word are listed. 

Note to the Teacher: 

This activity presupposes ability to at least somewhat 
effectively use a dictionary. These processes may need to be 
taught to some: alphabetizing; multiple word meanings. 

Suggested Format for Special Terms Notebook: 



WORD GUESS MEANING PARAPHRASE 



2. Locate heading related to entertainment discounts and 
answer the following questions in discussion or 
writing: 

A. DO employees at Grady get discounts on 
entertainment events? 

B. How do you get these discounts? 

C. Does the information on this sheet tell you 
whether you will get a discount for tickets 
to a Hawks game? 

D. Does the information on this sheet tell you how 
much money you will save if you get an employee 
discount on an event? 

E. What would you do next? 
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Assessment 

Development of Assessment Plan & Instruments 

Both formative and sununative assessment measures were used 
to assess the curriculum. The formative assessment measures 
included informal instructor assessment of student progress 
during instruction. Specifically the instructor reviewed work 
done in class and small groups, with tutors, and as homework. 
Periodically in each unit of instruction, "check-up»' tests were 
given over the objectives for that specific unit of instruction. 
Copies of these tests are included in the curriculum for each 
unit. Results on these measures were used to modify instruction 
as necessary in order to achieve the stated instructional 
objectives. 

Summative assessment of the curriculum was accomplished by 
pre- and post-tests in the three areas of instruction — reading, 
writing, and oral communication. To be valid measures of the 
whole language, integrated curriculum developed for this project, 
the assessment instruments also needed to be integrated measures 
of job-related literacy and language tasks. They were 
administered at the beginning of instruction (upon enrollment in 
the program) and at the end of instruction (after the 
participant's final session). Results were used to determine 
participant progress for the purpose of evaluating the model 
curriculum. Results were not used as measures of job performance 
or evaluation or to place students in a job. Tests used for that 
purpose would have to be validated with performance on the job in 
order to be used for job placement. 

30 
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Reading Test . A 20-itein modified Cloze test was developed ' 
using texts generic to all workers in the targeted jobs (e.g., 
texts from the Personnel Manual and the Employee Assistance 
Program) . Every fifth word was deleted from the selected texts 
and four alternatives were selected for each deletion. 
Participants were instructed to read the sentence and select 
which of the alternatives best completed the sentence. A copy of 
the pre- and post-tests and scoring guide is given in Appendix A. 

Content and construct validity were assured by the 
congruence of the test with the curriculum. The content of both 
was texts from the workplace. The Cloze procedure is an 
integrative test measuring the individual's comprehension of the 
passage as a whole rather than a discrete point test measuring 
isolated reading skills. It depends heavily on the reader's 
background knowledge of the subject of the passages. While this 
fact is frequently cited as a criticism of the Cloze procedure, 
in the case of workplace literacy it is an advantage. Both 
instruction and assessment are dependent on the students' job 
knowledge which is high because the tests tap the job knowledge 
of experienced workers in the area. The Cloze procedure is a 
good measure of the whole language approach to literacy as it 
assesses comprehension of real texts rather than isolated reading 
sKxX X s • 

The reliability of the Cloze procedure was determined by 
calculating a split half correlation with correction for length. 
A correlation coefficient of .397 was obtained for this measure. 

Writing Test . The writing tests required the participants 




to write actual job memos and documents such as those required in 
jobs into which workers mi^t be promoted (i.e., front-line 
supervisor) . The pre-test asked that they write a paragraph 
telling what they would do if they had a complaint against 
someone, explaining the complaint and action they would like to 
have taken. The post-test asked them to write a paragraph 
telling about what job they would like 'to have at Grady and why 
they would like to have that job. Both tests were scored by a 
process writing scoring guide assessing the communication of the 
paragraph rather than the mechanics. A copy of these texts and 
the scoring guide is included in Appendix A. 

These measures were valid assessments of the content of 
writing on the job. By using the communication scoring system, 
the writing assessment was congruent with the integrated 
communication model of the curriculum. 

Inter-rater reliability was determined by having the writing 
samples scored by two independent trained raters. They obtained 
an inter-rater agreement of 83%. All papers were scored by both 
raters independently. They then conferred and negotiated a score 
for any papers on which they disagreed. 

Oral Communication Test . As a measure of oral language 
(speaking and listening) as well as problem-solving, job role- 
playing situations were created for both the pre- and post-test. 
For the pre-test participants were asked to role-play a 
conversation between a worker and supervisor in which the worker 
asked to take some vacation time off the job, explaining why the 
time off was needed. The workers switched roles playing both the 
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worker and the supervisor. For the post-test, the participants 
told what they had learned in the Hospital Job Skills Enhancement 
classes indicating what they had learned and how they were using 
the new skills. The communication tests were scored using an 
oral communication comprehensibility rating scale which assessed 
the communicability of the language, rather than the mechanics 
(articulation and grammar) . A copy of the scoring guide is given 
in Appendix A. 

The content of the communication was taken from the job and 
the assessment was of the oral communication as a whole, not 
specific aspects of articulation or us;age. Thus these measures 
also met the criteria of content and construct validity. 

The oral communication tasks were scored by a trained rater. 
A random sample of 12% of them were rescored by a second trained 
rater. The percent of agreement between these two raters was 
86%. 

Other Measures . During the demonstration program, 
instzructors and graduate research assistants kept anecdotal notes 
about the curriculum and its implementation. Participants and 
hospital supervisors were interviewed at the conclusion of the 
program. The results of these measures are reported in the 
Hospital Job Skills Enhancement Proj ect Final Report available 
form the Center for the Study of Adult Literacy, Georgia State 
University. 
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Instructional Logistics: Scheduling Classes, 
Reciruiting, and Using Tutors 

Instructional sessions were scheduled in six-week blocks. 
Classes met for an hour and a half twice weekly. Hospital 
administrators were instrumental in scheduling the days and times 
for classes. They suggested that Mondays and Fridays be avoided 
because of the high rate of absenteeism on those days, and 
Thursdays because that is payday and employees are picking up 
checks and going to the credit union. The 10:30 a.m. and 1:3C 
p.m. time slots were chosen because they would have the least 
impact on shifts. Later, the 8:30 a.m. and 3:00 p.m. time slots 
were chosen for the same reason. 

When classes ended and post- interviews were held with class 
participants, one of the questions asked was, "How did you happen 
sign up for HJSEP classes?" Hospital supervisors and managers 
had been instrumental in recruiting. A hospital supervisor or 
manager recruited 57% of them, 9.5% were recruited by CSAL 
personnel, 7.1% had been told about the classes by a co-worker, 
7.1% had seen a brochure or notice on a bulletin board, and 4.8% 
had a personal goal which they thought the class would meet. No 
information was obtained from 14.3%. 

The Center for the Study of Adult Literacy personnel located 
and recruited tutors to act as para-professionals in the classes. 
A tutor orientation and training program was held during the 
fourth week of classes explaining the purpose, goals, and 
objectives of HJSEP and the rationale for using a whole language 
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approach in the classroom. Tutors had the opportunity to meet 
the instructor and each other, to find out what they would be 
doing in class, and to sign up for the day and time when they 
would be available. Each tutor committed to attend one 90-minute 
session per week. 

Ninety-five percent of the instruction in the classes for 
workers was given by the individual who had been hired as 
Instructional Coordinator. Occasionally, one of the tutors would 
present part or all of a lesson. For example, a tutor who is an 
accountant led the session called "Understanding Your Pay Stub." 
A tutor with a background in reading instruction led two of the 
se. Ions in which reading comprehension strategies were 
emphasized. Most of the time tutors gave individual assistance 
to class participants as they worked on writing and reading 
assignments in class. This assistance took the form of helping 
participants read and understand directions, expand written 
paragraphs, and explain orally what they wanted to put in 
writing. 

Additional information about instructional logistics is 
given in the H-Jg^? FiP^I .BQPQyt- 

Curriculum and Program Documentation 

This manual was written to delineate principles and 
procedures to follow in developing a hospital-based workplace 
literacy program and to provide examples of instructional units 
which are based upon systematic literacy analyses of tasks 
performed in this worksetting. The following section provides 
documentation of instruction for each session. This 




documentation does not intend to be a prescribed course of study, 
although many of the instructional objectives, activities and 
materials may be applied or adapted to other settings. This 
documentation, however, does intend to offer j^deas (a "model") 
for organizing and determining the nature of literacy instruction 
using job-specific materials with the purpose of encouraging 
employees to become more text-oriented in the workplace. As with 
any curricular model, careful consideration must be given to the 
individual personalities and needs of the setting to which it is 
adapted. It must be remembered that no documentation of 
instructional philosophy, objectives and activities alone ensures 
an effective or enriching learning process. At the heart of any 
"successful" curriculum is the quality of relationship betveen 
student and instructor and among the students themselves. It is 
beyond the bounds of this manual to discuss in great detail these 
interpersonal and phenoraenological aspects of curriculum. 
Hopefully, however, such assumptions are implicit in the 
following suggested activities which emphasize discussion of 
student perspective, verbal and written exchange of experiences, 
and a response-to-text orientation in developing reading and 
writing skills. Most of the instructional activities suggested 
allow for a dialogue between instructor and students and among 
students about what is understood and not understood in the 
selected job text, the nature and use of the text in the job 
settings, and of primary importance, the comparison of the 
student's experience in performing the specific job task to the 
text's description of that task. Similarities and discrepancies 
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became a source of further discussion^ analysis of the text and 
writing activities. In other words, students often disputed the 
accuracy and relevancy of the written text to actual experience, 
and in this process of challenging the text a greater 
understanding of the text, of reading, of verbal argument and 
writing was often gained. 

What follows is a documentation of the way this model was 
implemented in the Hospital Job Skills Enhancement Program. 
Instruction was divided into six sessions. Each session was six 
weeks with the exception of the Supervisors' class which was 
extended to eight weeks. Each session emphasized one or two 
instructional themes around which reading, writing and oral 
communication activities were focussed. 

The following documentation will be developed for each 
instructional session: 

Calendar Of Daily Class Activities 

Literacy Task Analysis (audit) Of Texts and Activities 
Related To Theme 

Session 1: Reading informational texts of the workplace 

- Grady personnel "Yellow Pages" 

- Grady checkstub/memo 

Session 2: Reading informational texts of the workplace 

- Grady personnel manual 

Session 3: Reading procedural documents of the workplace 

- Grady personnel manual 

- Grady benefits information 

- "Method of the Week" (housekeeping) 

Session 4: Reading procedural documents of the workplace 

- Grady personnel manual 

- Grady benefits information 

- "Method of the Week" (housekeeping) 

Session 5: Reading interoffice communication/memos 
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Session 6: Reading universal safety precautions 

Supervisors' Class: Reading "Standards of 
Conduct" and writing warnings 

Instructional Narrative/ Summary (week by week) 
The calendar provides an overall view of the pace and order 
of instruction. The literacy task analyses charts are cross- 
referenced with instructional activities and instructional 
materials in the instructional summaries which follow. 
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SESSION 1: READING INFORMATIONAL TEXTS 
OF THE WORKPLACE 

INSTRUCTIONAL CALENDAR 

January 24 - March 1, 1989 

Day 1 Day 2 

Week 1 Introduction Introduction 

Student Expectations/Goals Student Expectations/ 

Goals 

Week 2 Pre-Assessment Pre-Assessment 



Week 3 "Grady Yellow Pages" Unit 
-Headings : Predicting ; 

Prior Knowledge 
-Sequencing Procedures: 

Hospital Admission; I.D» 

Cards; Requesting Vacation 
-\'ocabulary : Circle unknown 

words; guess at meaning; 

record in notebook; use 

dictionary to verify 

meaning. 



"Grady Yellow Pages" 
-Headings : Predicting ; 

Prior Knowledge 
-Sequencing Procedures: 
Hospital Admission; 
I.D, Cards; Requesting 
Vacation 
-Vocabulary: Circle un- 
known words; guess at 
mearing; record in 
noteiDook; use diction- 
ary to verify meaning • 



Week 4 "Yellow Pages" 

-Sequencing: Putting in 

order steps for cashing 

check at Grady 
-Work with partner (and 

tutor) : 

•Select heading on Yellow 

Pages 
•Read aloud 

•Re-state/explain in own 
words to partner and 
tutor 

•Record unfamiliar 
vocabulary in notebook 



"Yellow Pages" 
-Write practice 
letters of 
resignation 



Week 5 



Review letter of resigna-- 

tion: 

-spelling 



Check Stub and Memo 
Exercise 
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-grammar 

-plurals/endings 

-legibility 

-capitalization 



Week 6 Learner Evaluation/Certi- No class: Grady Inspec- 

ficates tion 
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LITERACY T ASK ANALYSI S: SESSION 1 



TASK 

1 Reading employment 
information: "Person- 
nel Yellow Pages". 



WHAT STUDENT MUST KNOW/DO 

lA Must understand headings. 



IB Must follow the sequence and 
must sequence information from 
printed text. 



IC Must understand abbreviations. 



ID Must locate and know how to 
determine meanings of unfamiliar 



LITERACY PROCESSES & OBJECTIVES 

lA Student will understand 
conventions of informational text 
organlEation: 

-headings 
-bold-faced type; 

capitalization; darkened print 
•-topical groupings of 

information 
-punctuation: colons, periods^ 

commas. 

IB Student will be able to 

comprehend a sequence of direc- 
tions in informational text. 

1B:1 Student will be able to 

locate and list (re-state) 
sequenced directions stated 
directly in text: literal 
comprehension . 

IB: 2 Student will be able to 

generate sequence of steps 
not s ti^ t^^ (directly in text 
but based on information 
given: inferential compre-- 
hension* 

IC student will understand conven- 
tions of word choice and abbrevi- 
ations used in informational text. 

ID student will determine proce- 
ceduras for locating and defining 



LITERACY TASK ANALYSIS; SESSION 1. continued 

words, 

IE Must be able to use text as re 
source for problems-solving • 



unfamiliar words: contextual 
guessing and dictionary use. 

IE Student will be able to predict 
usefulness of text information for 
probleiR'-sol V ing * 



o 



•M 

'^♦^ See Instructional Summary for description of instruction corresponding to objectives. 



ERIC 



Session 1; Inst ructional Summary 

Weeks 1 S 2 were spent introducing the program. Students 
introduced themselves and discussed their expectations of the 
class and their goals for personal enrichment and job 
advancement. Pre-assessments in reading, writing and oral 
communication were administered (see Appendix A; Materials) . 

Week 3 began a three-week instructional unit on reading generic 
informational texts from the work setting. The "Fulton-DeKalb 
Hospital Authority Personnel 'Yellow Pages'" were used as the 
instructional text (see Appendix B: Session 1/Materials 1) . 

Dav _ 1 ; (OBJECTIVES 1A;D;1E) 

Copies of "Yellow Pages" were distributed. Students were 
asked to read only the title and headings in the text and then, 
in discussion, answer the following questions: 

•What information is contained in this paper? 

•What questions could be answered by reading this paper? 

•Who should read this paper? 

•Have they ever read this paper before today? 
•What information do they already know? 

Answers to some of these questions were written on the board 
by the teacher. Students were then asked questions about the 
organization of the information into groups with headings. 
Students were asked to identify and describe headings and discuss 
why this paper uses headings. What are the advantages of reading 
headings? Students were asked to place a mark beside each 
heading in the paper. 

Students were asked to circle five vocabulary words which 
were unfamiliar to them from the headings. The teacher wrote a 
sample of words circled on the board. The teacher then modeled 
strategies to follow when one encounters an unfamiliar word: 

1. Guess at word meaning based upon other words in 
heading or reading information which follows 
heading. 

2. Use dictionary to verify guesses. 
Day 2: (OBJECTIVES 1B?1B: 1 ? IB: 2 ; IE) 

Discussion and activities focused upon three topics, each a 
"Yellow Pages" heading. 

1. Admission As An In-patient 

2. Identification Cards 

3. Requesting A Vacation 

Emphasis of instruction was placed upon comprehending a written 
sequence of directions. Students were asked to read each 
paragraph and then dictate to the teacher the order of events in 
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completing the task. Students then role-played giving oral 
directions (in correct sequence) for accomplishing these tasks. 
Students were also asked to identify other details in the 
paragraph that were essential for completing the task. Students 
were asked to complete exercises such as: 

EXERglS^ , 

ADMISSION AS AN IN-PATIENT 

Take the pink elective admission sheet 
provided by the clinic to the Admitting 
Department, then to Personnel, Room B-107, 
where further assistance will be given. 

DIRECTIONS J Read the paragraph above and 
answer the following, questions. 

Vfhat is the first step in getting admitted to 
the hospital? 

A. Take the pink sheet to the admitting 
department. 

B. Go to personnel room B-107. 

C. Get the pink admission sheet from the 
clinic . 

Place the following steps in correct order: 

•Go to personnel room B-107 for further 
directions. 

•Go to clinic to get pink admission sheet. 
•Take pink admission sheet to admitting 
department. 

Student writing was also incorporated in this unit of 
instruction in the following exercises. 

Before Reading 

1. Have you ever been admitted to the hospital as an in- 
patient? Has a friend or family member ever been admitted? What 
procedures did you, your friend or relative follow in order to be 
admitted? Describe these procedures or steps. 

Students either wrote themselves or dictated to the teacher who 
recorded these experiences on paper or on the board. Discussion 
followed. Students then read the text and compared their 
description with the text's directions. 

Week 4 

Day 1 : (OBJECTIVES 1B;1B: 1;1B:2 ?1C;1D) 

A series of steps for cashing checks at Grady was listed 
(out of order) on the board. Students were asked to read the 
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section from "Yellow Pages" on check cashing and then place steps 
in correct order. Students were then asked other questions — 
time/location — requiring them to focus upon details of section. 
Students were then asked to get into groups of two or three and 
meet with a tutor. Each student chose a section of "Yellow 
Pages" to read aloud and then restated the information read in 
his or her own words to a partner and tutor. The partner and 
tutor then asked questions to clarify any inaccurate or confusing 
information. Students discussed and then recorded unfamiliar 
words in their notebooks. Tutors guided students in developing 
contextual guessing strategies for vocabulary. 

Day 2 ; (OBJECTIVES IB: IB: 1 ; IB: 2 ; IE) 

Students were asked to read the section on resignations and 
locate the sentence with which answers to the following questions 
were contained: 

1. Who should write letters of resignation? 

2. How much advance does an employee need 
to give if leaving a job? 

3. In addition to writing a letter, what 
else must an employee do before leaving a 
job? 

Students then discussed what information should appear in a 
letter of resignation. The class dictated a practice letter of 
resignation which the teacher wrote on the board, students were 
then asked to write their own practice letters of resignation. 

V?^ek , 5 

• Day 1 ; (OBJECTIVES lA; IB ; IB: 1 ; IB; 2 ? IE) 

Teacher wrote on the board the sample letter of resignation 
that class as a whole developed. Teacher discussed sample letter 
in terms of the appropriateness of content as well as structural 
aspects — formatting, spelling, grammar, plurals/endings, 
capitalization, students then teamed with a partner, read aloud 
their individual letters of resignation and analyzed each letter 
according to the aspects modeled by the teacher. 

Pay 2 : (ALL OBJECTIVES) 

Copies of a pay stub and inter-office memo regarding pay 
adjustments were distributed (see Appendix B: Session 1/Materials 
'2). Vocabulary and informational groupings of pay check were 
discussed. Students were taught ways to calculate accuracy of 
paychecks. Then students were directed to read memo silently and 
circle unfamiliar words. Instructor asked students to explain 
gist of memo. Instructor wrote explanations on board. 
Instructor then asked students to locate parts of the text they 
did not understand. Instructor copied these misunderstood 
portions of text on the board. Finally, student were directed to 
underline the most important terms of the text and these words 
were listed on the board. Students then discussed their 
interpretations of this text based on the three categories of 
information organized on the board: 



4 

43 



What I did not u nderstand 



Instructor then discussed abbreviations used in text, headings 
and text, organization as it related to locating information (see 
Session 5 for unit on reading and writing inter-office 
communications) . 

Week 6 

No instruction. Grady Inspection. 
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SESSION 2: 



READING PROCEDURAL DOCUMENTS 
OF THE WORKPLACE 



March 7 - April 12, 1989 



Day 1 



Week 1 Introduction 

Student Expectations/ 
Goals 



Introduction 



Week 


Pre*-assessment 


Review exercise on 
paychecks 


Week 3 


Getting paid: Using 


Getting paid: Using 




personnel manual as a 


personnel manual as a 




reference 


reference 




•-locating information 


-understanding sequen- 




-identifying and under- 


tial information 




standing 






-key vocabulary 




Week 4 


Getting paid: Using 
personnel manual as a 
reference 

-paraphrasing information 


Getting paid: Using 

personnel manual as 

a reference 

-making verbal 
requests and asking 
questions for clari- 
fication 



Week 5 Negotiating pay corrections 

with supervisor 

-calculating correctness of 
paycheck 

—locating information from 
sources to use as evidence 

-verbalizing reasons for re- 
questing compensation 



Negotiating pay cor- 
rections with super- 
visor 

-making verbal re- 
quests and asking ques- 
tions for clarifi- 
cation 



Week ^; ;.^|igotiating pay corrections 
supervisor 
lomprehending verbal 
directions 
-asking questions for clari- 
fication 



Negotiating pay 
corrections with 
supervisor 

-comprehending verbal 

directions 
-asking questions for 

clarification 
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TASK 



STEPS 



WHAT STUDENT MUST KNOW 



LITERACY PROCESSES 
& OBJECTIVES 



1 Employee negotiates 
pay correction with 
supervisor or depart-- 
ment head. 



1.1 Employee suspects 
error in pay and de- 
termines if error can 
be corrected J 
-examines checkstub, 
-examines personnel 
-manual. 



I.IA Employee must be able 
to calculate correctness 
of paycheck. 



I.IB Employee must read 
personnel manual to de- 
termine procedures for 
correcting paycheck. 



1.2 Employee verba-- 
lizes problem to 
supervisor or de^ 
partment head: 

- presents evidence 
of error (checkstub) ^ 

- presents possible 
reasons for error. 



1.2A Employee must 
verbalize nature of 
error and show evidence 
(checkstubr time sheet, 
personnel regulations) . 



1.2B Employee must 
verbalize reasons why 
I ) these errors were made 

and indicate that he/she 
does not deserve to be 
penalized. 



1.1A:1 Student will be 
able to identify and 
read headings/categories 
on check stub. 

1.1A:2 Student will be 
able to multiply per 
hours worked. 

I.IB student will be able 
to locate key vocabulary; 
and paraphrase relevant 
and sequential informa- 
tion; sequence informa- 
tion for problem-solving. 

1.2A Student will able to 
use information as 
evidence to support 
assertion (sources: check 
stub, time sheet person-* 
nel regulations) • 



1.2B Student will be 
able to use information 
as evidence to support 
assertion (sources: check 
stub, timesheet, person-- 
nel regulations) ♦ 



1.3 Employee asks 



1.3 Employee verbalizes 



1.3 Student will be able 



LITERACY TASK ANALYSIS: SESSION 2, continued 

for compensation. 



1.4 Employee listens 
to supervisor/depart- 
head for procedures 
to follow in getting 
compensated • 



1.5 Employee follows 
procedures for get- 
ting compensation. 



request for compensation. 



1.4A Employee must com-- 
prehend verbal instruc- 
tions {sequenced pro- 
cedure for compensation) 



1,4B Employee must ques- 
tion when directions are 
unclear. 



1.5 Employee must com-- 
plete forms and follow 
procedure. 



to verbalize concise 
statements of request 
supported by evidence - 
appropriate word choice , 
tone. 

1.4A Student will be able 
to listen for sequenced 
information. 



1.4B Student will be able 
to ask questions to 
clarify directions — 
appropriate word choice, 
tone. 



STEPS are inserted in TASK 1 (negotiating pay correction) because of the verbal nature of this 
activity. 



See Instructional Summary for description of instruction corresponding to objectives. 
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LITERACY TASK ANALYSIS: SESSION 2 



TASK WHAT STUDENT MUST KNOW/DO 



2 Getting paid^ 2A How often/when paychecks are 

distributed. 



2B Duration of pay period and 
kinds of deductions • 



;>^t 2C Procedures for getting pay- 

check if payday is missed: 
--check sent Business Office 
(Fri.-Sun* following payday 
(Thurs. ) f 

-tiroes Business Office is open 



LITERACY PROCESSES & OBJECTIVES 



2A Student will be able to read 
personnel manual; "Compensation" • 

2A:1 Student roust understand key 
vocabulary: 

-bi-weekly 

-semi -monthly 

-deduction 

-exempt/non-*exempt 

-voucher 

-accrued 

-differential 

--inclement 

-balance; 
2A:2 Student must understand 

military and standard time, 

2B Student must be able to read 
personnel manual: 

2B;1 Student will locate in- 
formation according to 
heading and paragraphing. 

2B:2 Student will paraphrase in- 
formation* 

2C Student will understand sequen- 
tial procedures and anticipate 
consequences . 

r 
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LITERACY TASK ANALYSIS: SESSION 2. continued 



-Mon. paycheck sent, 
to Accounting Office 
-using ID and know- 
ing paystation to re-- 
ceive check. 



2D Procedures for receiving addi- 
tional pay: 
-voucher 

-•special accounts check. 



2D Student will understand 
sequential procedures and 
anticipate consequences 
(if-then relationships). 



WD 



2D:1 Student must make verbal 

requests and ask questions 
for clarification when 
necessary. 



See Instructional Summary for description of instruction corresponding to objectives. 
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Session 2; Instructional Summary 



Week 1 was spent introducing the program to new students, and 
establishing individual and class goals for the next six weeks. 
New students were asked to write/or dictate an essay about 
themselves, i.e., "Telling My Story." Returning students from 
Session 1 were asked to review their work from the previous six 
weeks with the instructor (or tutor) . They were asked to re-read 
the goals they had established during Session 1 and add or change 
goals for Session 2. 

Week 2 

Day 1 ; (OBJECTIVES 1 . lA: 1; 1 . lA: 2 ; 1 . IB) 
Pre-Assessments were administered to new students. 
Returning students were given copies of check stubs (see Appendix 
B: Session 2/Materials 1) and taught how to calculate correctness 
of paycheck. Emphasis was placed on reading headings, 
abbreviations and groupings of information as well as 
computation. 

Day 2 ; (OBJECTIVES 1.1A:1?1.1B) 

Students worked in '^airs to write new words from check stubs 
in their vocabulary notebooks and verbally paraphrase 
explanations of word meanings and abbreviations. 

Week 3 & 4 

(OBJECTIVES 1 . 2A? 1 . 2B; 2A; 2A: 1 2A: 2 ; 2B? 2B: 1 ; 2B: 2 ; 2C ? 2D;2D: 1) 
The literacy processes embedded in getting paid were the 
emphasis of four class sessions during these two weeks (see 
literacy task analysis) . On the first session of these two weeks 
students were asked to explain the procedures for getting a 
paycheck as if they were orienting a new worker. The instructor 
listed these procedures on the board. Once the entire class 
agreed on the thoroughness and accuracy of the procedures listed 
on the board they were directed to copy this information in their 
notebooks for future reference. For homework they were asked to 
think of an incident in which they had encountered problems in 
the process of getting paid and Vrite about it to share in class 
the next day. During the second' session, students were asked to 
share what" they had written for homework in class discussion 
^"What profc\em have you encountered in being paid?") . From the 
class discussion the instructor listed on the board the 
"problems" the students shared. Copies of the "Compensation" 
section of the personnel manual were distributed to each student, 
(see Appendix B: Session 2/Materlals 2) . The instructor read the 
list of problems from the board and directed students to read the 
headings in the three-page handout and determine which heading 
might have information which should supply the solution to the 
problems they had encountered when getting paid. For instance, 
one student had discussed the problem of not knowing when and 
where to get her paycheck if she missed payday. She predicted 
that the section " Pay Davs " would contain information that would 
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solve this problam. Another student said he had problems 
determining the accuracy of his pay when he worked oveirtime and 
predicted that the section "Overtime and Compensatory Time Off" 
would supply information that could be used in solving this 
problem. Students were asked to read these sections (and 
sometimes the instructor read the section to students) and 
determined what specific information from the text would be 
useful in solving their problems • Students were asked to 
underline this information in the text and to circle unfa* Miar 
words. Students were directed to follow vocabulary notebooi", 
procedures on these unfamiliar words (see Session 1/Week 3) . 
Students were also directed to sequence procedures. For 
instance, what is the first step in getting one's paycheck if 
payday is missed? What is the second step? Third? Students 
worked in pairs to develop sequence lists on the following 
topics: 

*. 

1. Getting paid on payday. 

2. Getting paid when payday is missed. 

3. Determining overtime compensation. 

4. Determining attendance bonus. 

5. Determining shift and weekend differentials. 

After students developed their own sequence lists in these five 
areas, instructor asked for volunteers to write these lists on 
the board. Class as a whole evaluated in discussion the accuracy 
of these lists using the text as a reference. Finally, students 
compared their original list of procedures for getting paid with 
what they now have read in the text. 

week 5 & 6 (OBJECTIVES 1 . 3 ; 1 . 4A; 1 . 4B) 

The emphasis of these two weeks was on oral communication 
skills involved in negotiating pay corrections with supervisors 
or department heads. Students were asked to role play situations 
in which they were required to use specific text information as 
evidence to support tl'-e assertion that their were errors in the 
amount of pay they had received. Check stubs, timesheets and 
personnel regulations were considered appropriate sources of 
evidence to incorporate into their conversations with 
supervisors. Emphasis was placed on making concise statements of 
requests supported by evidence from these sources and using 
appropriate word choice and tone in verbalizing requests for 
compensation. Also involved in this instruction were exercises 
which required students to listen and then paraphrase sequenced 
information. As two students role played the worker/supervisor 
relationship, the class was asked to listen for sequenced 
directions and paraphrase them, as well as critique the overall 
quality of the role-played interaction. In the role of a worker 
asking for compensation or adjustment of paycheck students were 
instructed to ask questions to clarify information or directions 
given by supervisor. 



51 



No formal check-up was administered at the end of this six 
week period because much of the same instructional content 
carried over into Session 3 . An appropriate check-up to 
administer at this time, however, would be to give students 
another brief section of the personnel manual, ask them to read 
it and then ask them to use the information in a role-playing 
situation to make a request of a supervisor. 
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SESSION 3: READING PROCEDURAL DOCUMENTS 
OF THE WORKPLACE 



INSTRUCTIONAL CALENDAR 
April 18 - May 24, 1989 









9^y . ? 


WaaV 

rV ^2 w 


1 


Wiritincr assicrnmeTit i Takincr 
advantage of benefits at 


Sharincf writincr assicrn"* 
ment. 


Week 


2 


Using headings to predict 
information* 


Paraphrasing information. 


Wee]<; 


3 


Vocabulary development: 
Abbreviations ; reading 
charts and tables. 


Vocabulary development: 
Abbreviations; reading 
charts and tables. 


Week 


,1 


Solving problems with in- 
formation. 


Solving problems with 
information. 


Week 


5 


Writing assignment. 


Sharing writing assign- 
ment. 



Week 6 Check-up. Feedback on check-up. 
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LITERACY TASK ANALYSIS; SESSION 3 



TASK 

1 Reading procedural 
documents of the 
workplace. 



(>2 



WHAT STUDENT MUST KNOW/DO 

lA Must be able to locate and iden- 
tify headings as text organizers. 



IB Must be able to understand 
numerical or alphabetical sequen- 
cial listing. 

IC Must be able to identify logi- 
cal sequence or steps for execut- 
ting a task when steps are embedd- 
ed in a paragraph or prose direct- 
ions. 



ID Must be able to infer infer*- 
mation for executing a task when 
directions are not explicitly 
stated. 



IE Must know key vocabulary and 
be able to determine the 



LITERACY PROCESSES & OBJECTIVES 

1A:1 Student will be able read 
"Table of Contents". 
1A:2 Student will understand and use 
conventions of text organisation: 

--bold face type 
-•capitalization 
-•formatting on page 

1B'-D:1 student will be able ver-- 
bally and in writing recall or gene- 
rate a logical sequence of actions. 

1B-D:2 Student will be able to 
recognize information organized 
in illogical or confusing 
sequence. 

18^-0:3 Student will be able to 
distinguish major from minor points 
in a text; major topics and 
subtopics; locate details. 

1B-*D;4 Student will be able to ask 
questions for clarification. 

1B-D:5 Student will be able to 
anticipate consequences^ supply 
missing information, and generate 
alternative actions for solving 
problems. 

lEtl Student will be able to use 
context for guessing word meanings. 




LITERACY TASK ANALYSIS; SESSION 3. continued 



meaning of unfamiliar words, 



IE: 2 Student will be able to use 
dictionary. 



01 



See Instructional Summary for description of instruction corresponding to objectives. 



Week 1 



Day 1 ; (OBJECTIVES IB-D: 1 ; IB-D: 2 ; IB-D: 3) 

Students were asked to write in class (either individually 
or by dictation) about one experience they have had related to 
using the benefits offered by the employment setting. Students 
were asked to describe an incident when they took a leave of 
absence, filed insurance, went to the health clinic or used any 
other benefit offered. They were asked to describe the 
circumstances surrounding the use, what procedures they followed, 
how they felt and any outcomes of the experience. 

Day 2 t (OBJECTIVES 1E:1;1E:2) 

Students shared and discussed their writing in small groups. 
Eech group was asked to select several "important words" from 
each students' essay. A list of important words was put on the 
board representing contributions from each group. It was also 
decermined through class discussion which benefits at the 
hospital were most frequently used and which were least 
frequently used. Students recorded the word lists in their 
notebooks, discussed word meanings, use, and pronunciation 
including some structural analysis of the words. 

Copies of the "Benefits" section (see Appendix B: Session 
3/Materials i) of the hospital personnel manual were distributed 
to students. This, in addition to what students wrote, became 
th.2 instructional text for the remaining weeks of this session. 

Day l ; (ALL OBJECTIVES) 

Students were directed to focus on the many conventions used 
to organize these twelve pages of information: 

1. Bold faced, dark type headings 

2. Capitalization of subheadings 

3. Use of numbers to list information 

4. Italicized print 

5. Charts 

The instructor in class discussion pointed out these five aspects 
of this texts and explained how these conventions were used to 
i?ake locating and reading information easier. The instructor 
then asked the class a series of questions such as: 

•On what pages would you find information about taking 
time off from work? 

•what headings are used to organize information? 
•What information do you understand about taking time 
off simply by reading headings and subheadings? 
•Are charts used to convey information? 
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Instructor wrote answers to these questions on the board. Again, 
a list of "important words" was generated, discussed, and 
recorded in student notebooks. 

Day 2 : (ALL OBJECTIVES) 

Students were asked to read carefully the sections they 
identified yesterday as related to taking time off from work 
(Sick Leave, Holidays, Vacations, Leaves of Absence) . The class 
was divided into four groups and assigned a section to read, 
discuss, and identify key points and vocabulary to share with the 
rest of the class. Students followed directions on worksheet 
(see Appendix B: Session 3/Materials 2) distributed to each 
group. Some of the work was completed as homework. 

Week 3 

Day 1 ; (OBJECTIVES IB-D: 1 ; IS-D: 2 ; IB-D: 3 ; IB-D : 4 ; IB-D: 5) 
Students shared group work from previous week with class. 
Before each group shared the entire class read the section of the 
text under scrutiny and posed questions to the group making the 
presentation. Most questions related to specifics of the 
information contained in each section. 

Day 2 ; (OBJECTIVES IB-D: 1 ?1B-D: 2 ; IB-D: 3 ; IB-D: 4 ; IB-D: 5) 
Students were given the fellow assignment: 

You or a member of your family is sick. What 
benefits as an employee at this hospital are 
available to you? 

Before completing a worksheet of activities related to the text 
in answering this question, students were asked to discuss 
personal experiences such as this one, what they did to seek 
help, and whether they used the benefits offered by this 
hospital. As students discussed their experiences, the 
instructor wrote abbreviated versions of their stories on the 
board and sequenced steps of actions involving the use of the 
health clinic, filing for insurance, applying for workers 
compensation or whatever procedures students described. Students 
were then asked to identify in the **-xt which sections (pages and 
headings) would contain necessary • formation in the event of 
illness. Students were asked to r .ad these sections before the 
next class session the following week. They were asked to 
underline as they read any information they considered especially 
important. 

The instructor copied the stories told by the students in class 
and the steps of solving their problem. These were typed and 
used later during Week 4. 
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Week 4 



Day 1; (OBJECTIVES IB-D: i; IB-D: 2 ; IB-D: 3 ; XB-D: 4 ; IB-D: 5) 
Students completed a worksheet in small groups related to 
the sections of the text: Employee Health Clinic, Workers' 
Compensation, Insurance (see Appendix B: Session 3/Materials 3) . 
The instructor and/or volunteer tutor joined each group to 
facilitate completing these worksheets, answer questions, and 
encourage students to paraphrase in discussion and writing what 
they read. 

Day 2 ; (OBJECTIVES IB-D: 1? XB-D: 2 ? IB-D: 3 ? IB-D: 4 ,*1B-D: 5) 
Typed copies of the problems and procedures students had 
described from personal experience were distributed and compared 
with procedures and directions explained in the personnel manual. 
This activity allowed students to relate their own experiences to 
the information in the text in terms of its similarities and 
differences, and to offer suggestion for re-writing, clarifying, 
changing or deleting information currently in the personnel 
manual. This also allowed students to determine if any 
opportunities for benefits existed which they had previously been 
unaware. 

Week 5 Students .sre divided into groups and asked to select one 
heading from the "Benefits" section to read and then rewrite as 
if communicating to a new empT.oyee but in terms more 
understandable (and perhaps with additional information) . 

Day 1 ; (OBJECTIVES IB-D: X; IB-D: 2 ; IB-D: 3 ; IB-D: 4 ; IB-D: 5) 

At the end of class on Day 1 these student-composed sections 

were collected by the instructor and copies were made to 

distribute to the entire class on Day 2. 

Day 2 : (ALL OBJECTIVES) 

Students read and shared what they had written. The entire 
class made suggestions for adding information or making changes. 
The primary focus of this activity was upon responding to content 
and not mechanics of what students had written although some 
comments were made about spelling, punctuation and sentence 
structure. The instructor collected these changes at th^e end of 
class and had the student-composed sections typed, stapled and 
distributed as a booklet in class during week six. 

Keek 6 

Day X : (ALL OBJECTIVES) 

Students were administered a quiz on reading procedural 
documents (see Appendix B: Session 3/Materials 4) . 

Day 2 ; (ALL OBJECTIVES) 

Students received feedback on their performance on this quiz 
and answers were reviewed in class. At the end of class, 
students discussed what they felt they had learned during this 
six weeks and what they liked and disliked about the class. 
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SESSION 3/MATERIALS 2 

SESSION 3*. WORKSHEET 

Group Work: T^Kinq Tim Qtt 

1. Which section are your reading? 

2. Underline in the section the information you think is most 
important. What would you explain to a new employee? 

3. write this information in your own words as you would 
explain it to a new employee (may be dictated) . 



4. 2n what ways was the information in this section organized? 
A chaA? Numbered lists? Italicized print? 

5. Is there any information in this section that you disagree 
with or that, based on your experience, you would change? Please 
explain. 

6. circle five important words in your section. Copy the 
sentences in which these words are contained in your notebook. 
What do these words mean? List two other words that could of 
been used instead of this word without changing the meaning of 
the sentence. 
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SESSION 3/MATERIALS 3 

SESSION 3: WORKSHEET 

EMPLOYES HEALTH CLINIC 

1. Underline the sentences in the text which tell you what 
procedures to follow if you are sick. 

2. List the two steps involved in going to the clinic. 

3. What must you do if you have lost your blue hospital card? 

4. Why is the clinic opened from 7:00am to a :00am according to 
the text? 

5. What information from this section would you tell a new 
employee at the hospital? 

6. what other information would you tell a new employee about 
the health clinic? Should this other information be added to the 
personnel manual? 



WORKERS' COMPENSATION 

1. There are four major points an employee must follow in order 
to receive Workers' Compensation. What are they? Explain and 
write them in your own words . 



2. What happens if an employee does not follow these 
guidelines? 

3. What information is contained in the chart? 

4. where is the senior president of orthopedic surgery located? 

INSURANCE 

1. How is the information in this section organized? 

2 . Read one of the numbered sections and in your own words 
write the important points it contains. 
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SESSION 3/MATERIALS 3 

3. Find at least five new words. Circle tnem in the text and 
copy them in your notebook. Read the sentences in which these 
words are contained. What do you think these words mean? What 
other words could be used in their place? Write the answers to 
these questions in your notebook. 
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SESSION 4: READING PROCEDURAL DOCUMENTS OF THE 

WORKPLACE 



INSTRUCTIONAL CALENDAR 
May 30 - July 5, 1989 



Day 2 



Week 1 Students wrote step-by-step 
description of accomplishing 
a task of the workplace: 

- Sequencing directions 
verbally and in writing 

- Identifying details 



Students shared 
step-by-step de- 
scriptions; students 
completed pages 2- 
4 in "Method of 
The Week" (See 
Materials) 
Homework: page 9 



Week 2 Pages 10-12 "Method Of The 
Week" 



Solving problems in 
the worksetting 
-Giving oral direc- 
tions 

-Determining factors 
(details) contribu- 
ting to a problem 
and generating 
options for solu- 
tions. 



Week 3 Presentations to class; 

problems and solutions 



Pages 13-15 "Method 
of the Week" 
Homework: Page 16 



/ 

Week 4 Page 17 "Method Of The Week" 
Pages 18-19 
Homework: Page 20 



Vocabulary work- 
booklet (see Appen- 
dix B: Session 4/ 
Materials 3) 
Homework: Assignment 
#2 



W^ek 5 Students chose either 

assignment #3 or #4 in vocabu- 
lary workbooklet. 



Page #6 "Daily 
Vacuuming" ; Check- 
up on reading 
directions. 



Week 6 



7/4 Holiday 



7/5 Holiday 
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62 




■- 



LITERACY TASK ANALYSIS; SESSION 4 



TASK 

1 Reading procedural 
documents of the 
workplace. 



WHAT STUDENT MUST KNOW/ DO 

lA Must be able to locate and iden- 
tify headings as text organizers. 



LITERACY PROCESSES & OBJECTIVES 

1A:1 Student will be able to read 
"Table of Contents". 
1A:2 Student will understand and use 
conventions of text organization: 



0^ 



IB Must be able to understand 
numerical or alphabetical sequen- 
tial listing. 



IC Must be able to identify logi-- 
cal sequence or steps for executing 
a task when steps are embedded in 
a paragraph or prose directions. 



ID Must be able to infer infor- 
mation executing a task when di*-- 
rections are not explicitly 
stated. 



IE Must know key vocabulary and 
be able to determine the meaning 



ERIC 



-bold face type 
-capitalization 
^-formatting on page, 

1B--D:1 Student will be able to 
verbally and in writing recall or 
generate a logical sequence of 
actions* 

1B-D:2 Student will be able to 
recognize information organized in 
illogical or confusing sequence. 

IB-'DeS Student will be able to 
distinguish major from minor points 
in a text? major topics and sub-- 
topics; locate details. 

1B-D:4 Student will be able to ask 
questions for clarification. 

1B-D:5 Student will be able to 
anticipate consequences, supply 
missing information, and generate 
alternative actions for solving 
problems • 

lEsl Student will be able to use 
context for guessing word meanings • 
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LITERACY TASK ANALYSIS: SESSION 4, continued 



of unfamiliar words. 



IE; 2 Student will be able to 
dictionary. 



as 
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See Instructional Summary for description of instruction corresponding to objectives • 
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Session 4: Instructional Summary 

Copies of a booklet of worksheets on workplace 
procedural documents entitled "Method of The Week" was 
distributed. This booklet provided the focus for the upcoming 
six weeks of instruction. Even though the "Method of The Week" 
documents were taken from the housekeeping department, the 
strategies for reading and responding to such directional text 
was universal across food service and laundry departments. 
Furthermore, instruction was supplemented with problem-solving 
•scenarios from all three departments (see Appendix B: Session 
4/Materials 1 and 3) . 

Week 1 



Day 1 : (ALL OBJECTIVES) 

In class, students completed introductory page of "Method of 
the Week". For homework, they were asked to write a step-by~step 
description to a new employee on how to dust mop. Food service 
and laundry workers were asked to write a step-by-step 
description for completing a task in their department. 

Day 2 ; (ALL OBJECTIVES) 

Students were asked to share their step-by-step descriptions 
in class and then complete in class discussion and individually 
pages 2-4 of "Method of the Week". Homework: Page 9 - "Method of 
the Week". 

Week 2 

Day 1 : (ALL OBJECTIVES) 

Homework assignment was shared in small groups in class. 
Students were asked to work in small groups on pages 10-12 of 
"Method of the Week". 

Day 2: (ALL OBJECTIVES) 

Studeipts were grouped according to their area of work — 
laundry, food service^ or housekeeping. Each group was given a 
problem-solving scenario to read, discuss and ultimately, 
delineate and list steps and options for solving the given 
problem (see Appendix B: Session 4/Materials) . 

Week 3 

Day 1 ; (ALL OBJECTIVES) 

Each group from previous week (food service, laundry^ 
housekeeping) was asked to present to the entire class their 
problem scenario and solution. This required students to b^th 
verbalize a problem and convey sequenced directions for solving 
the problem. The class was asked to listen carefully and 
construct at least one question to the presenters about their 
solution, i.e., clarification, consequences, rationale. 
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Day 2 ! (ALL OBJECTIVES) 

Class as a whole completed page 13 of "Method of the Week" 
by dictating and writing responses on the board. Then students 
read page 14 and as a class answers questions on page 15 • Page 
16 was assigned for homework. 

Week 4 

Day 1 : (ALL OBJECTIVES) 

Class as a whole completed page 17 of "Method of the Week" 
by dictating and writing responses on the board. Then students 
read page 18 and as a class answered questions on page 19* Page 
20 was assigned for homework. 

Day 2 : (OBJECTIVES 1E:1;1E;2) 

A worksheet on vocabulary was distributed (see Appendix B: 
Session 4) . Assignment #1 was completed in class. Students 
shared their writing with each other and small groups, Stjadents 
were directed to complete Assignment #2 for homework. 

Week 5 

Day 1 ; (OBJECTIVES IE: 1; IE: 2) 

Students were directed to complete either assignment 3 or 4 
from the Vocabulary worksheet. 

Day 2 ; (ALL OBJECTIVES) 

Students were asked to turn to page 6 of "Method of the 
Week" and read "Daily Vaccumning" directions. They were then 
asked to answer without assistance a number of questions about 
what they read. Answers were collected and graded by instructor 
to determine the degree each student could independently read and 
understand a written sequence of directions. 

Week 6 Fourth of July Holiday - NO CLASS. 
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SESSION 5; INTEROFFICE COMMUNICATIONS/MEMOS 



TNSTI^PC TTQMAL CALENDAR 
July 11 - August 16, 1939 



Discussion and writing on 
"My Biggest Problem at Work" 



Day 2 

Student essays shared and 
analyzed in class 



Problem-solving scenario 
read and discussed. Home- 
work: Writing assignment 



Student essays shared and 
analyzed in class. Para- 
graph describing step-by 
step procedures for com- 
pleting a work-related 
task was discussed and 
analyzed. Homework: Wri- 
ting assignment. 



Previous week's homework 
assignment was shared and 
discussed. Students ana- 
lyzed interoffice communi- 
cation: 

- standard format 

- abbreviations 

- gist and sequence of 
details in context 

- key vocabulary/con- 
text guessing 



Continuation of 
activities planned for 
Day !• 



Additional interoffice com- 
munication was distributed, 
Students asked to compare 
and contrast with previous 
memo , 



Students wrote their own 
memo related to their 
essay " My Biggest 
Problem At Work'". 



Copies of student-generated 
essays were distributed and 
analyzed ; 

- format and abbreviations 

- gist and sequence of 

- details 

- key vocabulary/context 
guessing 



Copies of student-gene- 
rated essays were distri- 
buted and analyzed: 

- format and abbrevi- 
ations 

- gist and sequence of 
details 

- key vocabulary/context 

guessing 



••Check-up'" on reading memo. Feedback cn '•check-up". 
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LITERACY TAS^ ANALYSIS; SESSION 5 



2MK 



WHAT STUDENT MUST KNOW/ DO 



LITERACY PROCESSES & OBJECTIVES 



1 Reading interoffice 
communications. 



lA Must understand text organi- 
Eation. 

IB Must understand standard abbre- 
viations. 



10 Must understand a sequence of 
written directions. 



1A--B Student will be able to 
understand conventions of written 
interoffice communications: 

-format 

--abbreviations 
-boldfaced/darkened type 

ICsl Student will be able to ver-* 
bally restate a sequence of direct- 
ions in memo. 



00 



ICS 2 Student will be able to locate 
a sequence of directions in memo 
(details) . 

1C:3 Student will be able to 
restate in writing a sequence of 
directions in memo. 

1C:4 Students will be able to guess 
(using context) the mec^nings of un- 
familiar words. 



ID Must understand overall mes- 
sage (gist) of text. 



ID: 1 Student will be able to sum- 
marize verbally the information in 
the memo citing main points. 

ID: 2 Student will be able to write 

a paraphrase of the information in ^ 

the memo citing main points. 
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IE Must be able to determine mis- 
sing or unclear information in 
text. 



IE Student will be able to 
generate verbally and in writing 
questions about the memo topic 
which are NOT explained* 



IF Must be able to locate & use 
information in text to give di-- 
rections or ask questions. 



IF Student will be able to locate 
information in the text which will 
enable them to formulate a plan for 
locating information not provided. 



See Instructional Summary for description of instruction corresponding to objectives. 
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Session 5: Instructional Summary 



Week 1 

Day 1 : (OBJECTIVES ID: 1 ? ID: 2 ; IE ? IF) 

Students were asked to discuss "My Biggest Problem at Work" 
and then asked to write about this topic. Some students dictated 
to tutors, instructor or other students. When writing was 
complete, instructor selected several essays to have typed and 
distributed them to the class on Day 2. 

Day 2 1 (OBJECTIVES ID: 1? ID: 2 ,* IE ; IF) 

Class was asked to read silently, the student generated 
essay on "My Biggest Problem at Work". Instructor asked for a 
volunteer to read the essay aloud to the class. Students were 
then asked to discuss questions about the text requiring them to 
reL .ate the gist of the text and report any sequence of events 
described in the text (see Appendix B: Session 5/Materials 1) . 

Week 2 

Day 1 ; (ALL CSJECTIVES) 

A problem-scenario was distributed to students to read aloud 
and discussed in class (see Appendix B: Session 5/Materials 2) . 
The scenario described a situation in which the main character 
was seeking a job and then failed to get it. Discussion ranged 
from preparing for job interviews to the more general topic of 
handling disappointment. To facilitate specifics in discussion. 
Students were asked to roleplay this situation. Instructor 
listed on the board the range of feelings and behaviors generated 
by students. For homework students were asked to write about 
"How You Feel and What You Do When You Don't Get What You want". 

Day 2 : (ALL OBJECTIVES) 

Students were divided into groups and asked to read about 
what they wrote. Members of the group were asked to restate to 
the writer what they understood the writer to be describing in 
his or her essay. Members of the group were also directed to ask 
the writer at least one question which would either clarify or 
collaborate upon what they had written. As a brief, out-of-class 
exercise u.ie instructor dis\.ributed a student-written paragraph 
describing steps for completing a specific work-related task. 
Students answered questions about the paragraph (see Appendix B: 
Session 5/Materials 3) and, for homework, were instructed to 
write a similar step-by-step description for completing a task. 

Week 3 

Day 1 ; (ALL OBJECTIVES) 

Briefly at the beginning of class several students were 
asked to read aloud the homework assignment from Week 2 (step-by- 
step description of job-task) . Instructor focused students on 
specific details and sequence. 
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Day ^ 2 : (ALL OBJECTIVES) 

Copies of actual inter-office communication on smoking 

cessation was distributed to class (see Appendix B: Session 

5/Materials 4). Instructor directed students to standard text 
format and abbreviations. Worksheets of questions (see Appendix 

B: Session 5/Materials 4A & 4B) were distributed and completed in 
class discussion and homework. 

wg^K, ,4 

Day 1 : (ALL OBJECTIVES) 

Copies of another actual work interoffice communication was 
distributed (see Appendix B: Session 5/Materials 5) for 
discussion, class wa« asked to examine this memo and the smoking 
cessation memo for similarities and differences in format and 
context. Worksheet (see Appendix B: Session 5/Materials 5A) was 
distributed. Students were asked to work with a partner in class 
on answering questions and then complete remaining questions for 
homework. 

D ay 2 : (ALL OBJECTIVES) 

Homework was reviewed in class. Students were then asked to 
refer back to the essay they wrote on "My Biggest Problem At 
Work" (Week 1 - Session 5) . Students were asked to write an 
interoffice communication/memo to someone related to the 
"problem" they have described. Student-generated memos were 
collected to be typf.d and distributed to class at the first 
session of Week 5. 

Day I and 2 ; (ALL OBJECTIVES) 

Copies of student -generated memos were distributed. 
Students were asked to read the memos (some orally and some 
silently) . A worksheet of five questions was distributed to be 
completed related to each memo. (See Appendix B: Session 
5/Materials 6A, 6B, 6C, 6D) . Class format varied. Some time was 
spent in small groups completing this activity and some time 
students worked individually with instructor and tutors 
circulating throughout the room. 

Week 6 

Day 1 : (ALL OBJECTIVES) 

Students were given a memo to read and answer questions 
about without the assistance of tutors, classmates or instructor. 
(See Appendix B: Session 5/Materials 7) . 

Day 2 ; (ALL OBJECTIVES) 

Students reviewed feedback on their performance on this 
exercise. 
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SESSION 6: READING UNIVERSAL SAFETY 
PRECAUTIONS 







IN$T^^UCTSONAL PALSNOAR 
August 22 - September 28, 1989 










Week 


1 


Role-playing demonstrations 

of safety precautions from 

each department: 

- sharing and writing about 
personal experiences re- 
lated to safety proce- 
dures « 


"Needle Disposal Policy" 

- text organization 

- paraphrasing 

- sequencing. 


Week 


Z 


Role-playing demonstrations 
using Sharps container. 


Work Scenario #1: 
"Handwashing" 


Week 


3. 


Precautions #2: "Masks" 


Precautions #3: "Gowns" 


Week 


A 


Universal Precautions: 
Part II: "Gloves and 
Bagging of Articles" 


Universal Precautions: 
Part II: "Gloves and 
Bagging of Articles" 


Week; 


5 


Check-up #3: "Gloves and 
Bagging of Articles" 


Feedback on check-up 3 and 
review or activities in 
session 3 


Week 


5 


Post-assessment 


Post-assessment 
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LITERACY T/^SK ANALYSIS: SESSION 6 



mm 



WHAT STUDENT MUST KNOW/DO 



LITERACY PROCESSES & OBJECTIVES 



1 Reading "Needle 
Disposal Policy". 



2 Reading "Universal 
Precaut i ons ; G 1 oves " 

3 Reading "Universal 
Precautions: Hand- 
washing" . 

4 Reading "Universal 
Precautions : Masks" . 



1-5 Student must be able to read 
and implement a sequenced set of 
directions • 

1-^5 Student must be able to ask 
questions for clarif ication^ 

1-5 Student must be able to 
listen and comprehend a verbal 
set of sequenced directions* 

1-5 Student must be able to 
verbalize a set of sequenced 
directions. 



I'-SA-D:! Student will be able to com- 
prehend sequence of specific steps. 

1-5A-D:2 Studenw will be able to 
sumiQStri^e information read. 

1~5A-D:3 Student will be able to 
paraphrase information read. 



1-5A-D:4 Student will be able to 
figure out word meanings from context. 



5 Reading "Universal 
Precautions: Articles" 



1-5A-D:5 Student will be able to 
use the dictionary to find out word 
meanings. 

1-5A-D:6 Student will be able to 
understand and use signal words in 
sequenced directions such as "First" ^ 
"Then", "The next step" • 



See Instructional Summary for description of instruction corresponding to objectives. 
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session 6; Instructional Summary 
Day 1 ; (ALL OBJECTIVES) 

Discussing and writing about (either individually or by 
dictation) safety policies in each of the respective departments 
of the hospital. Students were asked to describe specific safety 
procedures in their department as if they were explaining to a 
new employee. Role-playing was used to facilitate this activity. 

Day ^ 2 ; (ALL OBJECTIVES) 

Copies of the "Needle Disposal Policy" were distributed (see 
Appendix B; Session 6/Materials 1) . Students were directed to 
read this taxt. Text organization — use of headings, lettering 
and numbering — were noted and discussed in class. The sequence 
of procedures described were listed on the board for each section 
of the policy. Key vocabulary was noted, discussed and listed in 
notebooks. 

Pay 1; (ALL OBJECTIVES) 

Students role-played demonstrations of the use of the Sharps 
container. One student played a new employee and the other 
played the rcle of an experienced worker explaining the needle 
disposal policy as it is implemented using the Sharps container. 
The class refi-srred to the text "Needle Disposal Policy" as a 
guide to critiquing the role-playing. Emphasis was placed upon 
accuracy and clarity of giving verbal directions as they 
corresponded to the directions of the text. In this process 
students were expected to verbally paraphrase the text. Emphasis 
was also placed upon asking questions to clarity directions. 

Day 2; (ALL OBJECTIVES) 

Work Scenario #l,- "Handwashing" was distributed (see 
Appendix B: Session 6/Materials 2). 

Week 3 

Day 1 ; (ALL OBJECTIVES) 

Students were divided into small groups and asked to 
complete Precautions #2: "Masks" (see Appendix IB: Session 
6/Materials 3) . I 

Day 2 ; (ALL OBJECTIVES) 

Students completed Precautions #3: "Gowns" (see Appendix B: 
Session 6/Materials 4) . 

Week 4 

Day X and 2 ; (ALL OBJECTIVES) 

Students completed the activities related to Universal 
Precautions Part II: "Gloves and Bagging of Articles" (see 
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Appendix B: Session 5/Materials 5) . 
Day 1 ; (ALL OBJECTIVES) 

"Check-up #3" was administered to students (see Appendix B: 
Session 5/Materials 6). Additional copies of "Gloves" and 
"Bagging of Articles" were distributed in order to complete this 
activity. 

Day 2 ; (ALL OBJECTIVES) 

Students received feedback on the check-up and as a class 
reviewed the activities they had completed this session. 

Week 6 Post-Assessment on entire six sessions. 
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SUPERVISORS' CLASS: READING "STANDARDS OF 
CONDUCT" AND WRITING WARNINGS 

INSTRUCTIONAL CALENDAR 
May 2 - June 27, 1989 



Week 1 


Pay ; 


Day 2 




Introductions 
Share personal data 
Set context: instructor 
Share needs & expec- 
tations of class 
Ass ignment : Encounters 
as a supervisor: What 
you^d like to change. 


Assessment 
Follow-up on Day 1 
assignment ; brain- 
storm solutions to 
two incidents 


Week 


Self-description (oral) : 
(group menibers) 
Generalizations 
(group members) 
Hospital "Standards of 
Conduct": read selec-- 
tively, define confusing 
words • 


Self-description (oral) . 
Generalization 
(volunteers) 
Components of a verbal 
warning: (Put on news- 
print) small group prac- 
tice in delivery warn- 
ings. 



Week 3 Self-description (oral) 
Generalization 
(volunteers) 

The verbal warning: write 
the story of one, or of a 
verbal encounter; "Standards 
of Conduct": continue read- 
ing, add to vocabulary list, 
use of quotation marks: ex- 
plain & implement. 



The verbal w^rarning: use 
of quotation marks 
(handout) 

Use of vocabulary from 
"Standards of conduct" ; 
generate synonyms (work 
in pairs) . 



Week 4 Collaborative pre-writing. 

Newspaper article: Over- 
crowding at the hospital? 
Writing assignment: re- 
primand, or training manual 
for supervisors, or writing 
a compliment to an employee. 



Expand vocabulary; en- 
vision job after re- 
novation 

Newspaper article: 
Hospital emergency 
clinic; define voca- 
bulary & look for synon- 
yms (use thesaurus) 
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Hi 



Week 5 Work collaboratively on 
writing assignment. 
Use vocabulary from 
"Standards of Conduct". 
Practice proofreading each 
other's writing assign- 
ments, vocabulary words 
to look up before next 
time. 



To learn verbal models 
for cofununity with em- 
ployees. 

To learn to use specific 
data to support one ' s 
statements. 



Week 6 Self -description (oral) 
group members; 
Generalization regroup 
(a volunteer) ; 
Following 5/31 model, 
write a memo compliment- 
ing an employee. 



Introduce instructor of 
employees ' classes • 
Enlist supervisors 'sup- 
port for employees 
striving to increase 
their educational level 



Week 7 Consultant visit 
No class 



To learn skills for 
interviewing pros- 
pective employees 
To use Hospital inter 
view forms as a form 
of evaluation 



Week 8 Post assessment in read- Closing discusjion: in- 

ing and writing* formal evaluation of 

classes. 
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Instructional Summary; Supervisors' Class 



week 1 (1A-B:ALL OBJECTIVES) 

The first week was spent introducing the program, 
administering the assessment instruments, and sharing the 
expectations of the instructor and of the students in respect to 
the class. Class members were instructed to begin to pay close 
attention to the encounters they have as exercises which 
continued throughout the 8 weeks. These exercises were aimed at 
helping supervisors observe their own interpersonal style and 
possibly change the language which they were using in dealing 
with employees. Week 1 also saw the first use of a Hospital 
document called "Standards of Conduct" (see Appendix B: 
Supervisors' Class/Materials 1). This document outlines 34 
violations of the code of conduct by which Hospital employees are 
expected to abide and details disciplinary procedures. 

Weeks 2-5 (2A-E:ALL OBJECTIVES) 

During weeks 2 through 5, writing and vocabulary were 
emphasized and a cooperative learning model was implemented. One 
assignment asked the supervisors to vrite the story of a verbal 
encounter or a verbal warning, as defined in "Standards of 
Conduct." A collaborative writing assignment also was given 
around that document: 

Write a reprimand of an employee, using the 
language from "Standards of Conduct". 

or 

Outline a proposal suggesting appropriate 
training procedures for new supervisors. 
(Whichever option you choose, write a rough 
draft, read it aloud to someone, make any 
changes you wish, and rewrite.) 

On another day, a writing assignment focused on vocabulary: 

Please write a warning to one of your 
employees. Use several of the words from the 
Standards of Conduct document. When you have 
finished, read your paper aloud to someone. 
Make any changes you wish and then rewrite 
the warning. 

A fourth writing assignment was based on a newspaper article 
about renovation at the Hospital: 

Read the article which appeared in the 
Atlanta Constitution on May 24. Pull out 
vocabulary v;ords and look for synonyms in the 
thesaurus. Write about how the renovation 
will affect the jobs of hospital employees. 
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Weeks 5-6 (IB: 1; IB: 2) 



During the fifth and sixth weeks two class sessions occurred 
which emphasized communication between supervisors and employees* 
A verbal model was presented which, if used, should help the 
supervisors to communicate information and corrections to 
employees without causing them to become defensive: 

"When you_ (act in a certain way) , I feel 

(confused, glad, upset, etc. ) because . " 

There was much discussion about how good we feel when 
superiors acknowledge tasks well done or helpful attitudes. The 
writing assignment for that day: 

Write a memo complimenting an employee. 

In a follow-up discussion a week later, four supervif^ors 
reported that they had given compliments to employees either in 
writing or verbally. The supervisors said that the response was 
enthusiastic, and that one employee was delighted and working 
harder than ever. 

One person, a female supervisor, reported that she used the 
model with her supervisor, who was blaming her for something she 
had nothing to do with. She felt that using this model with her 
supervisor allowed her to state her position without getting 
angry. Her supervisor stopped and listened and they worked it 
out. 

Week 7 (IB: 1;1B:2) 

Class activities for Week 7 focused on interview skills. 
How do we interview a prospective employee? The instructor 
brought interview forms used by the Food Service and Security. 
She pointed out that such a form would be used for ongoing 
evaluation. The subsequent discussion centered around: 

What qualities do you look for in a good 
employes. What might you ask to find out if 
the applicant has a certain quality? 

Class members then worked in pairs, asking each other the 
questions they had generated. 

Week 8 

During Week 8, the post assessment was given: a reading 
cloze test and a writing sample. Both of these assessments were 
the same format as the pre-tests, but with different content. 
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LITER/^CY TASK ANALYSIS: SUPERVISOR'S C^JVSS 



TASK 



WHAT STUDENT MUST KNOW/DO 



LITERACY PROCESSES & OBJECTIVES 



1 Read and understand 
"Standards of Conduct." 



lA Supervisor reads "Standard of 
Conduct . " 



lA:a Student will be able to 
recognize task-related words, i.e./ 
"reprimand. " 



1A:2 Student will be able to 
recognize process words, i.e., 
"consequences. " 

1Aj3 Student will be able to 
recognize behavioral words, i.e., 
"infraction. " 



1A:4 Student will be able to 
locate information within text. 

1A:5 Student will be able to use 
headings to locate information. 

1A:6 Student will be able to 
recognize outline from use in text. 

1A:7 Student will be able to scan 
text to focus on useful 
information. 



1A:8 Student will be able to 
distinguish between relevant and 
irrelevant information. 



n5 



IB Supervisor relates informa*- 
tion from text to situation* 



1B:1 Student will be able to com- 
pare text material with behavior of 
employee* 



;!f5 
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LITERACY TASK ANALYSIS; SUPERVISOR'S CLASS, continued 



2 Written Warning. 2A Observe behavior. 



2B Contrast behavior with 
"Standards of Conduct". 

2 2C Use "Standards of Conduct" 

to describe deviation. 

2D Enter appropriate infor- 
mation on paper. 
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2E Proofread warning. 



IB: 2 Student will be able to 
select appropriate section of text 
for use. 

2A.-1 Student will be familiar 
with acceptable standards. 

2A;2 Student will be accessible 
to workers. 

2A:3 Student will be aware of de- 
tails of performance. 

2B Student will be familiar 
with "Standards of Conduct". 

2C Student will choose appro- 
priate section of text. 

2D: 1 Student will select relevant 
details. 

2D: 2 Student will sequence infor- 
mation in appropriate order. 

2D: 3 Student will summarize 
events and precise dialogue where 
where appropriate. 

2D: 4 Student will write in sen- 
tence form. 

2E:l Student will read aloud. 

2E:2 Student will use peer 
review. 
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LITERACY TASK ANALYSIS; SUPERVISOR'S CLASS, continued 



2F Rewrite warning, 



2E:3 Student will use dictionary 
and thesaurus. 

2E:4 Student will correct spell- 
ing, grammar and punctuation. 

2F;1 Student will use appropriate 
format. 



2F;2 Student will use appropriate 
hospital form. 



00 



See Instructional Summary for description of instruction corresponding to objectives. 
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Cloze Reading Pre-Test 



Read each paragraph. Reread the paragraph and choose the word 
that belongs in each blank. Draw a circle around the letter in 
front of that word. 



Example: 

The EAP helps 1 and family members..... 

1. a. with 

b. employees 

d. women 



Try each word in the blank marked 1. The sentence does not 
make sense when you read "with** or "EAP" in the blank. The 
sentence is not true when you read "women" in the blank. The 
sentence is correct when you read "employees" in the blank. Draw 
a circle around "b." because the word that belongs in the blank 
is "employees." Reread the sentence to be certain you have made 
the correct choice. 



I. The EAP helps 1 and family members with stress 2_ 

prescription drug problems, as 3 as alcohol, illegal drug 
4 , marital problems, financial and 5 problems. 

1. a. with 

b. employees 

c. EAP 

d . women 



2. a. are 

b. out 

c. and 

d. not 



3. a. well 

b. were 

c. when 

d . what 



4. a. prescriptions 

b. buying 

c . programs 

d. problems 

5. a. little 

b. children 

c. legal 

d. lawyer 
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II. No information given to the 6 by an employee will be 

7 to the Company unless that 8 authorizes release. 

The only 9 released to the Company 10 be that which 

is 11 to enable the employee 12 return to work. 



6. 


a. 


hospital 




b. 


employee 




c. 


EAP 




d. 


supervisor 


7. 


a . 


released 




b. 


ready 




c. 


recognized 




d. 


really 


8. 


a. 


EAP 




b. 


supervisor 




c. 


enable 




d. 


employee 


9. 


a . 


instruction 




b. 


interest 




c. 


involvement 




d. 


information 


10. 


a. 


with 




b. 


well 




c. 


will 




d. 


went 


11. 


a . 


necessary 




b. 


never 




c. 


unnecessary 




d. 


notify 


12. 


a. 


too 




b. 


of 




c. 


on 




d. 


to 




Sfc._..«.„..„. 
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III. The Company or group 13 ^may pay for 14 of the 

program; the 15 will have to pay 16 what is not 

covered 17 insurance. 





a . 


cxnanciax 




b. 


insurance 




c. 


employee 




d. 


problem 


14 . 


a. 


alx 




b. 


none 




c. 


part 




d. 


pay 


15 . 


a . 


iiospxtiEi 




b. 


supervisor 




c. 


insurance 




d. 


employee 


16. 


a. 


for 




b. 


to 




c. 


from 




d. 


with 


17. 


a. 


in 




b. 


buy 




c. 


for 




d. 


by 
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IV, The EAP is a voluntary 18 and employees cannot be 

19 to participate. Participation cannot be 20 as a 

basis to deny promotion. 



18. 


a . 


participate 




b. 


promotion 




c . 


program 




d* 


problem 


19. 


a . 


ordered 




b. 


voluntary 




c . 


denied 




d. 


participate 


20. 


a . 


unless 




b. 


told 




c . 


force 




d. 


used 
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Cloze Reading Post-Test 



Read the paragraph with the blanks in it. The reread the 
paragraph and decide which word goes in the blank. Draw a circle 
around the letter in front of that word. Reread the sentence to 
be certain the word makes sense. 



I. Due to an 1, 

an extra pay 3_ 

correct this 5_ 

subtract the 7_ 

your paycheck stub 

15, 1989. 10 

adjustment, please 
5-3892. 



on December 20, 1989, all _ 

_ of accrued vacation and 4_ 

we have adjusted your 6 

_ accrual. The corrected balances ^ 

which 9 are receiving today, February 

you have any questions 11 this 

* 12 the Payroll Department at 13 



received 

leave. To 
balances to 

8^ on 



1. 



2. 



4. 



a. 
b. 
c. 
d. 



extra 
error 
every 
entry 



a. patients 

b. doctors 

c . employees 

d. students 

a. period 

b . check 

c. deduction 

d. stub 

a. hospital 

b. hourly 

c. security 

d. sick 

a. payroll 

b. error 

c. accident 

d. social 

a. social security 

b. deductions 

c. benefits 

d. gross pay 



8. a. will 

b. is 

c. are 

d. was 

9. a. he 

b. she 

c. I 

d. you 

10. a. If 
fa. At 

c. In 

d. Of 

11. a. regarding 

b. researching 

c. returning 

d. repeating 

12. a. come 

b. can 

c. claim 

d. call 

13. a. telephone 

b. address 

c. extension 

d. office 



7 . a . correct 

b . extra 

c . check 

d. incorrect 
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II. If you are 1 from or late reporting to scheduled 2 

due to extreme weather 3 (such as ice and 4 ) , and 

you are not 5 to make up the lost 6 during the same 

work 7 , you are entitled to use accrued vacation or 

holiday(s) time. 



1. 


a . 


angry 




b. 


absent 




c. 


about 




d. 


accrual 


2 . 


a. 


weather 




b. 


week 




c ■. 


work 




d. 


wood 


J • 


cl • 


conu x uxuris 




b. 


schedules 




c. 


holidays 




d. 


forecasts 


A 

4 . 


a . 


snaix 




b. 


snore 




c. 


snoop 




d. 


snow 


5. 


a. 


returned 




b. 


rescheduled 




c. 


regarded 




d. 


repeated 


6. 


a. 


time 




b. 


year 




c. 


month 




d. 


season 


7. 


a. 


weak 




b. 


walk 




c. 


wink 




d. 


week 
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Process Writing Pre-Test 



Write a paragraph below telling what you would do if you had a 
complaint against someone. Explain the complaint and the action 
you would like to have taken. 
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Process Writing Post-Test 



Write a paragraph telling about what job you would like to 
have at Grady, Why would you like to havt. that job? Do you pi 
to apply for that job? If not, why not? 



pyQg^g^ wy;t;ing gcgr^^ng Q^;^^ 



6 Ideas are very well developed and expressed. 
The writing has fully developed structure. 
The ideas are connected logically and are 
well organized. 

There is good sentence variety and expression 

5 Ideas are fairly well developed and expressed 
The writing has a discernible structure. 
The ideas are connected logically, but they 
are not so fully developed or so well 
organised as score 6 papers. 

4 Ideas are only loosely connected or not 
developed. 

The structure may be disjointed, but what is 
provided is clearly more than a list. 
The ideas are relevant but are not developed 
or expressed well. 

The sentence structure may be repetitive. 

3 Ideas lack development. 

The writing often merely lists ideas. 
The phrasing and sentence structure are 
repetitious. 

2 Ideas have little or no relationship to i::he 
topic. 

An idea or a list is provided that is not 
connected logically to the topic. 

1 Lack of ideas. 

All that is presented is a restatement of the 
question or topic to be addressed. 

UN Undecipherable 

BL Blank 



Adapted from 2urn (1987). 
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Oral Communication Pre-tast 



Pretend that you are talking with you supervisor. Ask to take 
some vacation time off you job. Explain the time you want to 
take off and why. 



Oral Communication Post-Test 



Now that you have finished the Grady Jobs Skills Enhancement 
Course, please tell me what you have learned in the class. Have 
you changed in any way? If so, how? How wil3. you use what you 
have learned here at Grady? 
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Oral Communiwacion Comprehensibility Rating scale 



£2£m 

Style of expression 
Clarity of Expression 



1 2 

Too casual 
Too formal 

1 2 

Unclear 



4 5 

Appropriate 



4 5 
Comprehensible 



Content 

Suitability of content 



1 2 
Unsuitable 



Accuracy of information 1 2 

Inaccurate 



Amount of information 



Logical sequence of 
information 



1 2 
Too little 
Too much 

1 2 
Incorrect 



Adequacy of rationale/ 1 2 
explanation (optional) Inadequate 



3 
3 



4 5 
Suitable 

4 5 
Accurate 

4 5 
Appropriate 



Correct 

4 5 
Adequate 



Total Oral Communication Score 



Adapted from Cohen (1980) . 
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SESSION : I 



THE FULTON-OIKALB HOSPITAL AUTHORITY 
PERSONNCL "YCLLOIf PAOCS* 



This luting provides infonsation about 
MployM bonofits and parsonnal procaduras. 
Kaap it for handy rafaranca. and fro« 
now on **lat your fingars do tha walking.** 

ADMISSION AS AN IN-PATIENT 

Taka tha pink alactiva adnitsion shaat 
providad by tha clinic to tha Adaitting 
Oapartaant, than to Parsonnal. Room B- 
107. whara furthar assistanca will be 
givan. 

ATTENDANCE BONUS: 

Questions *^^i^J^ directed to the 
Payroll Office. *xPy^92 

CHANCE OF NANE and/or ADDRESS: 
Form are available in Personnel. Room 
8-107. 

CHECK-CASHING: 

With a Grady ID card, personal checks 
up to $90.00 May be cashed at the hospital 
Poet Office between 0600 hrs. and 1600 
hrs. Monday-Friday, except holidays. 

COUNSELING SERVICES: 

Go to Personnel. Room B-107. ext. 94161, 
or EMployee Relations. Room B-74. ext. 
93838. 

CREDIT UNION: 

Hours ere 0719 hrs. -1100 hrs. and 1300 
hrs. -1600 hrs. Monday through Friday except 
holidays. 

DISCOUNTS ON ENTERTAINMENT 

|VjEyi:NT»r 

Available in Eeployee Relations Office. 

B-74. 

EMPLOYEE HANDBOOK: 

May be obtained in Personnel, Room 

B-107. 

EMPLOVIcE HEALTH CLINIC: 

Obtain a clinic authorisation slip^ 

froM your supervisor and teke it, with 

your hospital card, to the clinic. Area 
400-F. 

EXIT INTERVIEVS ON TERMINATING 
EMPLOYMENT: 

Make appointment with Exit Interviewer 
by calling ext. 94386. 



GARNISHMENT OF MAGES: 

Questions concerning the'aisount involved 
should be directed to the Accounting Oa- 
partaent, ext. 94046. 

GRIEVANCES and COMPLAINTS: 

See your supervisor or the Director 
of Employee Relations. Room B-74. 

lOENJ^IFICATION (ID) CARDS: 
✓For all eMployees new I.O. cards are 
made at tha following tlMes in Room B- 
16'0: ecch Monday froM 1430 hrs. -1600 
hrs.. the second Tuesday of each monch 
from 1930 hrs. -1619 hrs., and the fourth 
Thursday of each month from 0630 hrs.- 
0730 hrs. and 1930 hrs. -1619 hrs. Any 
time you have an I.O. Made you Must taka 
with you a slip fro* Employee Heelth Clinic 
to confirM a valid skin test, or equiva- 
lent. Renewals are to be Made each yaar 
during your anniversary Month. Questions 
should be directed to Personnel, Room 
B-107, ext. 94161. 

IN-SERVICE EDUCATION: 

Nurses call ext. 94989; other eaployees 
cell tha Training Director, Personnel 
ext. 93482. 

INSURANCE : 

See tha Eaployae Insurance Representa- 
tive, Peraonnel, Root B-107. 

KEY CARDS: 

Available froai your supervisor.. * 

LEAVES OF ABSENCE: 

Make written request for epproval to 
TOur auparviser accmpaniad by the official 
'verification of the need for leave. 
This Material is then forwerded to Per- 
sonnel, LOA Office, Georgia Hall. Applica- 
tion should be Made well in advance. 
For infonsation, call 94009. 

LOCKERS: 

Inquire in Personnel, B-107, or in 
Georgia Hall, front desk, or call 94009. 

LOST AMD FOUND: 

Direct inquiree to Security Deperteent* 
ext. 94100. 



NOTARY PUBLIC: 

Go to AdHinistration. 
charge for thia service.) 



< There is no 
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i Ch«ck with th» Parking Offle«. in th» 
^parking <tocfct wxt, 

PAY CHECK CORRECTIONS: 

Chaek with your supervisor or th« parson 
who raports ^r ti«i. 

PRESCRIPTIONS : 



Ccntiiifiad^ to Ei^loyaai Hantftxselt 

aM $up«f^i«aH!^ MiAuai, 

SUMRVtSORS MANUAL: 

May ba obtainad in Tha Cosplianca and 
Proeadur«s Offlcat Roea or call 

54386. 

TAX FORMS: 



Prascriptions for a«ployaas only Cnot 
for dapaixiants) ara fill«J traa if tha 
drugs ara stockad hara. ^^a prascriptions 
froa Grady or privata doctor to ground 
floor l^aota Phansaey batwaan 0900 hft. 
and 1730 hrs. Monday-Friday. 

PROOF OF EMPLOYMENT: 

Hay ba obtainad through Parsonoil Ra- 
cords Saction, Gaorgia^ilf phona 53500. 

RESIGNATIONS: 



Whan thara ara chwigas in naaa or nuabar 
of dapandanttt nM form wtst ba fiiad. 
Blank foras avaiiabla in l^rsonnali B- 

107. 

TAX SHELTERED ANNUITY PROGRAMS 

Znforaation aay ba obtainad by calling 
54161. 



TRANSFER OR PROMOTION REQUEST: 
Apply in Parsonnal. f^oa B-107. 



frem MployMs who plsn to toraiMtOa 
Hospital policy roaui^ two iiMks noti^ 
to iMvo in good stamjinfia Managopont 
parsonnal ara raquasiad to giva a longar 
pariod of notica. Tha aaployaa i*o la 
laaviitg aast rmturn all hospital proparty* 
includlfig kay£« fiaaa pin, 10 card* hospital 
card, and parking cardt Md laav9 a ♦or- 
wardifig addrasa during tha Exit Intarviav. 
QuastlMS should ba diractad to axt<. 94386* 

RETXREMENT PLAN: 

Call Parsonnal. axta 54009^ Handbooka 
avaiiabla in 3-107 or Gaorgia Hall* 

SAVING BONDS: 

Oaduction foras ara ivailabla in Par- 
sonnal. Rooa 

SECURITY ESCORT SERVICE: 



UNIFORNS, PURCHASE OF: 

Go to tha Unifora Shop locatad in tha 
basaaant of Piadaoot Haila 

VACATION: 

Ri(|UMt vacation throy^ aach supar- 
visof, Diract <)uastions ragarding tarainal 
vacation cMKka to tha Exit tntarviaMr. 
Rsquasta for advanca pay should ba diractad 
to tha Payroll Offica «fiall in advanca 
of tha dwirad vacation parioda 

Though tha PanMxinal DapartaMt i& 
rasponsibte for aMy of thasa and othar 
sarvieaa for hospital aaployaas. it is 
aluays bast to rmfmr all quMtiof^s first 
to your suparvisor. Than, if nacassary. 
contact Paraonnal. Rooa B-1Q7. for furthar 
inforaatiQfi« 

4/86 Tha Fultoo-OsKalb Hospitsl Authority 



EaployaM i#orking at ni(^t aay raquast 
ascort sarvica to thair cars by calling 
axt. S4fQ0 or 94024. 

SICK LEAVE: 



9<Mtions concaming aligibility* or 
paytiant ^iciat should ba diractad to 
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biFP W/E 



l»09«D0 

„-63U5 



"1" 



BOO 

I 
I 



900 



aloo 



f 



i 
I 



2-25 



5im 
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THE FULTON-DEKALB HOSPITAL AUTHOniTY 



m7'* 

TAX 

UNION 

1-PLE0G6 



if 



Hi? 



TOtlO 

'25 



1^ -> 

74 



110 ^on 

9*;1l 
•JO 



.J.O|jn 2.*#0Q 



SpCWL Sf q^llt i;^ I ST A 



303-.45755rD 



xiiTgK>orricg cownmicAYiow 

thm Fulton |}«K«lb Betpifcal Antbetltj 
Atlanta « Gtorfia 3033S-3801 



TOs 
BXXS 



Payroll 2 FSn^loyrrs ^ J 

Mr. MuL tlaiirlrs. Associate Dixector/Tiscal Affaixs 



BEfJEFI'l'S DAI.ANCFS 



5-3892 



P.O. BOXs 



DATE J 2^16-39 



Due to an error on f>ceii4)er 20, 1988, all pii|?loyees received afi extra 
|>ay i^eriocl of accriied vacation and sick leave. To correct this errof> 
we liave adjusted your Ijeiiefits balances to subtract tiie extra accriwil. 
•nie corrrclerj f>alaiices are on your payclieck stub wfiich you arn receiving 
today, February 56, 1989. 

If you Iwvo any tpK-stinns regarding this adjustnient, please call Ujp 
Payroll ne|\irtnr'nt at extension 5-3092. 



121) 

102 



SESSION 1/MATERIALS 2 



2/28/89 

(Lesson plan devised 
by Nancy Chase). 

Lesson Plan 

1 . Read Memo 

- Circle unfamiliar words as we go. 

Ask what their understanding is as a whole. 

- Write responses on board. 
Ask what they don't understand. 

- Write responses on board 

Ask what's the most important terms — ask them to 
under! ine. 

- Write responses on board. 

2. - Locating information — Ask questions. 

- define all terms 

- explain abbreviations 

- discuss headings/organization as it relates to locating 
information, 

HomewQrK 

3. a, Assi qnmentg - How would they go about deciding if a 

check is correct? List the steps, 
b. Add new words to vocabulary list. 



GIN/JAN/gs/Curr-Lvl/4/5/e9 
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SESSION 2 /MATERIALS 1 



-01,-19-89 



MOUfttV RATE 



CURRENT EARNINGS 



ovwriMC 

OIFF OVCTTIMC 

SICK 
MI<IC 

Oncn PAY 
AWHT 

MFF W/E 



If 09^00 

i»aiii 



r 



72p0 
100 



800 



900 



BlOO 



TOTAL 



CAnNlNOS 



9Ab 



90>9 



22 5 



91663 



OnOSSPAY 



THE FULTON-DEKALB HOSPITAL AUTHOFIITY 

OrUOV MEKfeniAL »«SPITAL - HUQUES Sr-ALDING MEDICAL CEMTEW 



CUHnENT^DeOUCTWNS 



m 

ST TAX 
CR <JN!ON 
AETMA 
1-PLE06E 



NET PAY 



TOlDO 
7 
2 



CAHNNCn 
^TATf W/M 

ricA 

rifont 

ANNUinr 



YEAR TO DATE 



_5.09jJLL 
28')«21 



110^0.11 



CTO ML uns 



*l?»M881302"y009796 



STA 



P08 



303-43755PD 



IIITH-OFf ICl COMKWIICATIOW 

The fultoB D«Kalb lospltal Aathority 
Atlanta, Gaorgla 30333-3801 



TO I Payroll 2 Eiiploy^-'es 

FROHS Mr. Mort Gaiielos 

RBl BENEFITS BALANCES 

BXTl 5-3892 



, Associate Director, r 



iscal Affairs 



P.O. BOX: 



DATES 2-16-89 



Due to an error on December 20, 1988, all enployees receivv^d ar. extra 
pay period of accrued vacation and sick leave. To correct this error, 
have adjusted your benefits balances to subtract the extra accrual. 
The corrected balances are on your paycheck stub which you are receiving 
today, February 16, 1989. 

If you have any questions regarding this adjustment, please call the 
Payroll Department at extension 5-3892. 



ERIC 
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SESSION 2/MATERIAI.S 1 



4 

2/28/89 

(Lesson plan devised 
by Nancy Chase). 

Lesson Plan 

1 . Read Memo 

~ Circle unfamiliar words as we go. 

Ask what their understanding is as a whole. 

- Write responses on board. 
Ask what they don*t understand, 

- Write responses on board 

Ask what's the most important terms — ask them to 
under! ine. 

- Write responses on board. 

2. - Locating information — Ask questions. 

- define all terms 

- explain abbreviations 

- discuss headings/organization as it relates to locating 
information. 

Homework 

3. a. Assignments - How would they go about deciding if a 

check is correct? List the steps, 
b. Add new words to vocabulary list. 



GIN/ JAN/gs/Curr-Lv 1/4/5/89 
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SESSION 2/HATERIALS 1 



42. description 

43. diagram 

44. corridor 

45. disposable 

46. inclement weather 

4 7 . ret i ramen t plan 

48. Employe© Assistance Prog ram (EAP) 

49. authority 

50. anniversary 

51 . accident 

52. sanitary 

53. supervisor 

54. area clerk 

55. medical records 

56 . manager 

57. personnel 
5S, schedule 

59. Grady Memorial Hospital 

60. coverage 

81 surgical emergency care (sec) 

62. pediatric emergency care (pec) 

63. services rendered 

64. vital signs 



66. jp^ fobjectiwe 

67. ^,^^urrent rate 
6&^* general increase 

69. smoking cessation 

70. account 

71. withdrawal 

72. deposit ticket 

73. strictly confidential 

74. permission 

75. laundry 

76. vacuumed 

77. grievance 

78. disciplinary 

79. abated 

80. currency 

81. admissions 

82. pharmacy 

83. attendance bonus 

84. in-service education 

85. standards of conduct 

86. security escort service 

87. prescriptions 

88. orderly 

89. inspection 




c:words 
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SESSION 2/MATERIALS 1 



Grady Work Vocabulary 

These are the words and phrases you most frequently encounter at 
Grady during your work day. This list contains nearly 100 basic 
words that. you have used in your conversations, read on work 
related letters, memos, signs, announcements, sanitation and 
security warnings, schedules, job descriptions and announcements, 
requests for leave or vacations, and in your class work for our 
Grady Job Skills Enhancement causes. 

Please carefully read the Grady work vocabulary list then do the 
exercises that follow: 



1 . 


deduct 1 on 


2 . 

Cm 9 


W V/ V9 V 1 f 1? f 


3. 




4 


a V/ r*c\ 1 1 


D m 


rtf/xtes r> £k V/ 


6 

w • 


ij I wcfcfs 1 y 


7 




8 . 


w4 W W 1 WC C4 1 


q 




1 n 


w V c? 1 u 1 f nt? 


i i 

f f • 




1 p 




i o • 




1 A 

1 'T 9 


sJ 1 S^nL? 1 1 1 i^y 


1 5 






W f 1 I L^tSO 


1 7 

i / • 




1 ft 






vaca u 1 on 


20 




21 . 


triage 


22. 


compensatory 


23. 


terminated 


24. 


employment 


25. 


credit union 


26. 


shift 


27. 


break 


28. 


method 


29. 


hoi iday 


30. 


menu 


31 . 


equipment 


32. 


maintenance 


33. 


pol icies 


34. 


procedures 


35. 


advance 


36. 


computer 


37. 


receptionist 


38. 


food services 


39. 


dietary 


40. 


restrictions 


41 . 


i ngredients 
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Grady Hospital 

Compensation 

Instructions: Please read pages 19-21 for informatlo'i on 
compensation at Grady. This information covers: 

1 . paydays 

2. overtime and compensation time off 

3. shift and weekend differentials 

4. inclement weather; and 

5. attendance bonus. 

Pay P^yg; 

1. How are all Grariy employees paid? 



2. Are paychecks distributed on alternate Thursdays or every 
Thursday? 



3. What time are paychecks distributed and where? 



4. How many times are you paid during a one year period at 
Grady? 



5. What deductions from your paycheck are required by law? 



6. What happens to your check if it is not picked up on 

Thursday? What are the times and places it can be picked up 
from Friday - Monday? Give the steps. 



7. What happens if you are due an additional pay? What are all 
the steps? 



8. How do you take a vacation before you earn the time for it? 
How do you handle this unearned time once vacation time has 
been earned? 



9. Time conversions: 



Complete the following chart that shows payroll office 
hours. Convert the time to either military time or standard 
time. 



ERIC 
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SESSION 2/MATERIALS 1 



Payroll office hours are: 



Mondays - 0700 to 1630 Hours (7:00 a.m. to 4:30 p.m.) 

Tuesdays - Hours (7:00 a.m. to 10:00 a.n . ) 

Wednesdays - 1100 to 1630 Hours , .) 

Thursdays - Hours (11:00 a.m. to 4:30 p.m.) 

Fridays - 0700 to Hours ( to 4:30 p.m.) 
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SESSION 2/MATERIALS I 



Pay Compensation 

Worksheet: Instructions 

1. Please read pages 19-21 in your Grady Personnel Policies and 
Practices Booklet. 

2. Pay careful attention to page 20, the sections on { 1 ) 
Overtime and Compensatory Time Off and (2) Shift and Weekend 
Differentials. 

3. Please answer the following questions based on your reading: 

a. What sections would you read to determine how pay errors 
are compensated? 



6. What sections would you read to determine which kinds of pay 
errors will be compensated? 



c. Underline in your booklet all examples of when your pay 
wj 11 be compensated. 

d. Underline in your booklet all the examples of when your 
pay will not be compensated. 



o 

ERIC 
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Overtime and Compensatory Time Off 

1, Most positions at Grady Hospital are ? What does this 

mean? 



2. If you are a non-exempt employee you will be paid for 

the extra hours. 



3. Who must first approve your overtime? 



4. What happens if you are an exempt employee? 



5. What happens to the compensatory time you have earned as an 
exempt employee when your employment is terrni nated? 
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Shift and Weekend Differentials 
1. What is a shift differential? Explain in your own words. 



2. When are you paid a shift dif rerential? Please explain al 
the conditions that make you eligible. 



3. What hours must you work to be eligible for payment? 



ERIC 
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SESSION 2/MATERIALS 1 



Inclement Weather 



1. What 1s inclement weather? Please give some specific 
examples of it. 



2. What happens If you are not re-scheduled to make up the lost 
time? Has this ever happened to you? What did you do? 



Vocabulary in Context 

Instructions: Please read the following sentences. Based on how 
the under 1 ined word is used in -bhe sentence, please write the 
definition of this term in your own words. 



Pay P^yg; 

1. All-employees are paid on a bi-weekl v basis... 
l?1~WgeKly means: 

2. Certain deductions from paychecks are made regularly... 
deductions are: 

3. If you are due any additional pay, you may elect to receive 
it in the form of a voucher Issued from payroll... 

a v9Mgh9r 1g; 

4. When vacation time has been earned, you may request payment 
for the time previously taken as an LOA... 

An LQA is: 
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Shift and Weekend Differentials 

3. You win be paid a shift differential if you are assigned to 
an evening (beginning after 1430 - 2:30 p.m.) or night shift 
and if you work one or more hours. 

What is a shift di fferential ? 



4, Inclemement Weather 

a. Inclement weather means: 

b. What is CTO time? 



Attendance Bonus 

a. What is an attendance bonus? 



b. Who is eligible to receive a special attendance bonus 
each December? 



c. When are bonus checks distributed? 
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SESSION 2/MATERIALS 1 



Overtime and Compensatory Time Off 

1. Within the hospital most positions are non-exemot . . . 
a. A non-exempt. position is a position that is: 



b. What is an exempt position? 



2. Your use of accrued compensatory time must be approved in 
advance by your supervisor... 



a. accrued means: 



b. compensatory means: 
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COMPENSATION 



Pay Days 

All employe<» are paid on a bi-weekly basis (every two weeks). Paychecks are 
.distnbmed on alU»iate Thursdays at 1430 hours (2:30 p.m.) in an area ctesignat(»l 
by your Department Head or Supervisor. During a one year period, you will 
be paid twenty-six tia»s under this system. 

Certain draluctio!^ from paydtecks are made r^ularly. The deductions required 
by law are for Federal and State taxes and payment for Social Security. At your 
choi^ other deductions are also made. These include parking fees, insurance 
premiums, contribBM«i»j(M)fe One Pledge Program, Credit Union savings and/ 
or loan payments, and c^kas. 

If your d»dk is not picked up on Thursday it wiU be sent to the Business (Wice 
where it may be picked up until 2100 hours (7K)0 pjn.). The following day, Friday, 
it may be picked up between 0800 houis (8:00 a.m.) and 2100 hours (7KX) p.m.). 
On the Saturday and Sunday following payday; dtecks may be otoained between 
0900 hours (9:00 a.m.) and 13 hours (1:00 p.m.). Thereafter and beginning on 
the Monday morning following payday, you may obtain your check in the 
Accounting Office (Room B-44-10). In order to obtain your check from either 
of th^ places you must prnent your current ID badge. You should know your 
paystation also. No cAccks are returned to the l^iyroU Office. 

In most departments, the pay period begins Sunday morning with the day 
shift, lasts two wedcs, md mis on Saturday at the end of the ni^t shift. Therefore, 
by the Thursday that a paycheck for the last full pay period is issued, you arc 
already into the fourth day of a new pay period. This docs not mean that pay 
is "hdd back". There must be a lag of four days between the end of the pay period 
and the pay day to allow time for payroll to compute pay and for the checks 
to be written. Because you are paid bi-weekly rather than semi-monthly, your 
gn^ pay for two weeks will be less than half the monthly salary quoted at the 
time of emi^ym(mt 

I^yroU ofBoe hovm are: 

Mondays ~ 0700 to 1630 Hours (7.-00am to 4:30pm) 

Tuesdays — 0700 to 1000 Hours (7.-00am to 10:00am) 

Wednesdays — 1 100 to 1630 Hours (1 lH)Oam to 4-30pm) 

Thursday ~ 1 100 to 1630 Hours (1 l.-OOam to 4'3Cim) 

Fridays — 0700 to 1630 Hours (7K)0am to 4:30pm) 

If you are due any additional pay, you may elect to receive it ia the form of 
a voucher issued from ftiyroll which may be exchanged for cash at the senior 
cashier's window of the Busing Office (on the first floor near tht Office of 
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IFiscal Affairs). If you prefer, you may receive a spedal accounts payable check 
instead of a voucher. If you are due additional pay because of your failure to 
sign in or out properly, you must wait until that amount is added to your next 
paycheck. No voucher or accounts payable check will be written to make up 
for pay you did mdvt because you Med to sign in or out properly. 
Vowhers win be written during tt» fdlowing horns: 

Mondays — 0700 to 1600 Hours (7.-00am to 4K)0pm) 

Tuesdays ~ 0800 to 1000 Hours (8K)0am to lOKXfem) 

Wednesdays — 1 100 to 1600 Hours (1 l.-OOam to 4K)0pm) 

Thursdays — 1 100 to 1630 Hours (1 IKXJam to 4:30pm) 

Fridays — 0700 to 1600 Houre (7:0(fem to 4:00p^)^ 

No employee will be permitted to obtain or cash a voucher without presenting 
a cuntmt ID badge. 

Maay employees would like to take vacation before it is earned. There is no 
provision for early (paid) vacation, but with your supervisor's approval, you 
may take up to tra work days off without pay as a leave of absence- Whoo vacation 
time has been earned, you may request payment for this time previously taken 
as an LOA, and the time will be deducted from vacation accrued. The unpaid 
time counts again^ the annual attoidance bonus. 

OvtHIme and Compensatory Time Off 

Within the hospitals most positions are non^excmpt, that is they arc subject 
to a forty-hour work week. If you are non-exempt and actually work more than 
forty hours in one work week (excluding such time as sick leave, vacation, holidays, 
professional leave, bereavement leave, and jury duty) you will be paid time- 
and-a-half for the extra hours. Your overtime must be first approved by your 
supervisor. 

Wage and hour r^ulation^; provide for artain bona-fide cxccutiw, administrative, 
and professional positions to be exempt from the r(^trictions of the forty-hour 
work week. If you are an exempt employee and you work beyond the normal 
eight-hour work day in your own designated petition, you will be credited with 
compensatory time for the approved extra hours worked. Your use of accrued 
compensatory time must be approved in advance by your supervisor. Overtime 
for employee in certain profc^ional classiHcations will be paid at the rate of 
time-and-oae-halfi provided the work meets certain guideline. (Your supervisor 
will tea you if you are eligible and must approve this ovalime.) 

There is no payment for accrued compensatory time when employment is 
tenninated for any ttasotL 

You will be paid a shift differential if you are assigned to an evening (banning 
after 1430~2:30pm) or night shift and if you work one or more hours. You 
are also eligible for a shift differential if you are a day shift employee and work 
four hours or more beyond tlu^ of your shi^ 

You are eligible for payment of a weekend differential provided your hours 
worked arc between 11 :00pm Friday and U :00pm Sunday evening and you 
work in a r^ulariy scheduled weekend posi^. 
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It is the policy of The FulloQ-DcKalb Hospital Authority to pay its employees 
for time actually workwl If you arc absait from or late reporting to scheduled 
work due to extreme weather conditions (such as ice and snow), and you are 
not re^schcdul^ to make up the lc»t time during the same work w»k, you are 
entitled to use accrued vacation, holiday(s), or, if you are exempt. CTO time. 
The re-^heduled work or vacation or holiday time must be approved by your 

Atttndanca Bonus 

Full-time employees (and only those employees) are eligible to receive a special 
attendance bonus each December* In order to be eligible for this attendance 
bonus, you must have bom emfdoy^ &om December 1 of one year to November 
30 of the following y^. A maximum of 48 hours of accrued sick leave can be 
added to your sick leave credit balance. The remaining 48 hours of sick leave 
which was accrued during the year, less any unpaid sick leave, unpaid absences 
and lateness will be deducted from the maximum potential bonus of 48 hours. 
Bonus checks are distnbutcd in December and such pay is subject to taxation. 
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BENEFITS 



SIdcUsvt 

H» hos{»^' sick leave pdkr^ is (ksigned to imvuie you with protecticm agaiosi 
u&due hardship oiiaed by personal iq|ury, fllaess or pr^naacy. No paid sick 
leave may be taken during the three months probitiooary period. At the end 
of the probationary period, you are credited with the appropriate number of 
sick leave hours, retroactive to your date of employment. Thereafter, full-time 
employees earn leave oedit at tl» rate <tf 3.69 hours per pay poiod work^ 
Regular part-time employe earn sick leave credit on a directly proportionate 
basis of their agreoi hours per week to 40 hours. Sick leave credit earned for 
^ calfiKiar yfiur v^xic^ has not been used or pa^ by tibe year-^ ^wdal at 
bcwuswiQ be arried over and acoimuhued. Side tovcaxumulati^ 

A physician's statement may be required by your supervisor to support any 
al^ed illness of (Hie day mcse, Howem, ytw are rag{(£ritf 
statement to your supervisor in order to be paid for an absence of S or more 
consecutive sick leave days. Only statements from medical doctors, doctors 
of osteopathy, dentists and podiatrists will be accepttnL The statement must 
establi^ the date on which you became unable to work and the date on which 
you are expeded to be al^ to r^um (0 work. 

Fc»tk»B of sidt k»ve days may be used Ust i^y^dans* and dentist^ appointments 
outside the hi^tals. You $st expect^ to give advance notice, as requir«l by 
the d^MtrtuKnt, (tf aich i^^K^tmoits^ 

Eniployees are ikh paid fi» accroed, unused side I»ive upon termination from 
the hospitals. If you ^ould become tU while working a period of notice prior 
to your resignation, you wilt be required to submit a physician's statement to 
your supervisor and obtain his or h(^ approval before sick leave payment may 
begraoted. 

You nuQr use up to 3 your earned s^ l«ive days annually for illness in your 
immfl tH ate &fflily. 'Immediate &mily" is denned as paxmts, grandparents, ^use, 
sister, t»ocher « ddkL 

It is your rer^nsibility to notify your supervisor as soon as possible and in 
accordance with hospital and departmental policy when you are ill and will 
be absent &om 



The following 
holidays are ob- 
served by the 



New Year^ Day Memorial Day Tbioksgivtog (2 Dayi) 
Dr. Martin Luther bdepeadeooe Day Chrtstmai (2 I^ys) 
King Jr.% Birtliday Labor Day 
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You must have been employed at least one full month before the holiday in 
order to qualify for pay for the holiday. On-call employees are not eligible for 
paid holidays. Regular part-time employees earn holiday time and qualify for 
holiday pay on a directly proportionate basis of their agreed hours per week 
to forty hours. If you are regular part-time and if the holiday does not fall on 
one of your scheduled work days, you will still earn the appropriate amount 
of holiday time. If you have just returned from a leave of absence lasting longer 
than 30 days, you must have been back at work one full week before the holiday 
to receive pay for the holiday. An unauthorized absence immediately preceding 
or following your scheduled holiday will result in loss of pay for all days missed, 
as well as the holiday. 

In many departments the holiday is observed on the official date, and the 
department is closed. However, since patients require care every day of the year, 
it will not be possible to grant time off for everyone on the holiday itself. Therefore, 
your holiday will be scheduled by your Department Head or Supervisor. If you 
are scheduled to work on an official hospital holiday, compensating time off 
will be given within 30 days before or 30 days after the designated holiday. If 
you are scheduled to work four ten-hour shifts each week, you will earn eight 
hours credit for each holiday. Your supervisor will schedule the balance of hours 
during the work week. 

The hospitals pay a holiday differential to employees who work on the nationally 
observed date of the holiday (which may or may not be a day the hospitals officially 
observe as a given holiday.) 

Each employee with twenty or more years of full-time continuous service 
receives an anniversary holiday to be taken within 12 months following the 
anniversary date. If the holiday is not taken during this period, it is forfeited. 
In 4ddition, there is an extra holiday, which may be taken within 12 months 
after the anniversary date, for employees with 30 years of service. Personnel 
will notify you when you have earned an anniversary holiday. 

Vacations 

Full-time and temporary employees earn vacation according to the following 
accrual schedule: 



VACATION ACCRUAL SCHEDULE FOR REGULAR FULL-TIME EMPLOYEES 



May Tate 
W-to 

None 

One Week 

Two Weeks 

Three Weeks 

TTiree Weeks + One Day 

Three Weeks + Two Days 

Three Weeks + Three Days 

Three Weeks + Four Days 

Four Weeks 



Time Period 


Houn Earned 
Per Pay Period 


May Take 
Hours 


0 to 6 Months 


3.08 


0 


7 to 12 Months 


3.08 


40 


After 1 Year 


3.08 


80 


After 5 Years 


4.62 


120 


After 10 Years 


4.92 


128 


After 11 Years 


5.23 


136 


After 12 Years 


5.53 


144 


After13 Years 


5.85 


152 


After 14 Years 


6.15 


160 
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Three factors will significantly change this schedule: 

1 . A leave of absence of more than 30 unpaid days causes an adjustment in 
your anniversary date by the number of calendar days off in excess of 30. 

2. A change in your work status from regular parHime to full-time causes an 
adjustment in your anniversary date by the amount of time that you worked 
part-time (to the nearest accrual date). 

3. If you are re-employed and had at least five years of continuous full-time 
or regular part-time service prior to separation, you will begin accrual at 
the five year rate, prorated for regular part-time service. You will cam three 
weeks of vacation upon completing one year of full-time service following 
re-employment (pro-rated if regular part-time) and move up to the ten year 
accrual rate upon completing five continuous years following such re- 
employment 

On-call employees are not eligible for vacation benefits. Regular part-time 
employees earn vacation on the above accrual schedule, but their earned time 
is based on the ratio of their designated working hour^ to forty hours. 

You may request vacation in units of IS minute increments, days or weeks, 
but your supervisor has the right to approve or, if scheduling warrants, deny 
the request. Your request should be submitted two weeks in advance. 

You may request pay in advance for approved and earned vacation, but only 
when it is to be taken in units of full weeks. To receive such an advance, you 
must complete an advance vacation pay form in I^yroll at least two weeks before 
your vacation is to begin. If approved, the advance vacation check may be obtained 
in the Business Office on the Friday afternoon after 1430 hours (2:30 pm) preceding 
the vacation. 

If you terminate employment, you will receive pay for accrued vacation up 
to a maximum of four weeks. Terminal vacation must be earned as of the last 
day worked; no partial credit is given for time worked past the last accrual date. 

The Authority does not permit vacation pay in lieu of time off. 

Employee Health Clinic 

If you become ill while on duty, or if you wish to consult a doctor about any 
health problem, you will be referred to the Employee Health Clinic in the "F" 
area, fourth floor. Before visiting the Employee Health Clinic, you must secure 
a signed clinic authorization slip from your supervisor. You must present this 
slip and your blue hospital card to be seen in the clinic. (You were issued this 
card, which bears your name, medical record number and check digit, during 
orientation. If the card is lost or has been damaged, take the clinic authorization 
slip and your ID badge to the Admitting Officer on duty in Central Control, 
Room GG-7.) You must also follow the above procedure if you have a scheduled 
appointment in one of the hospital's clinics. 

The Employee Health Clinic is open from 0700 hours to 1630 hours (7:00am 
to 4:30pm) Monday through Friday, except hospital holidays. However, the 
clinic is open between 0700 hours and 0800 hours (7:00am and 8:00am) only 
for purposes of reading Tuberculin skin tests, as a convenience to night shift 
employees. If you need outpatient attention during hours when the Employee 
Health Clinic is closed, then you may go to one of the Emergency Clinics. A 
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signed clinic attthoirzadoQ slip from your supervisor, youi 



blue hospital card 



and your ho${ritaI LD. baci^ are required. Preoptions writttn by either a Grady 
or private physician will be filled in the Pharmacy, provided the medication 
^ normally stocks 

These services are provided to you without charge as a benbfit of employment 
Consequently, this beneHt is offered only io you and not to your relatives. You 
are not permitted to have prescriptions for relatives re-written without charge 
by the Pharmacy. Such actions constitute a serious vioiattc|n of the Standards 
of Conduct 

The Hospital AuthOTity may require you to have a complete dlhysical examination 
at any time. A TB skin test or chest x-ray is an annual reqt^frement in order to 
have your ID badge renews 



Lea vm of Absence 



ch may be granted 



A leave of absence is an authorized absence from work whj 
as a privilege under specified circumstances. Should a leave become necessary, 
you should address your request to your Department Hea i as far in advance 
as possible, so that arrangements for the necessary administ^p 
for a rqrtacemcnt for you during the leave may be made. 

In order not to jeopardize your employment status, you mil 
supervisor is kept informed of your progress. Whatever the phf. 
it is YOUR responsibility to obtain this recommendation < 
physician and take it immcdiatdy to your sup^visor. 

Full-time employees with six months of continuous servitb and regular part- 
time employees who have worked full-time in the past and 
membership in the pension plan may be granted leave from wc||rk for the following 
purposes: 

1. EDUCATION, provided the traimng will bene^t the hc^jpitals and provided 



ptive approval and 

1st ensure that your 
sidan recommends, 
n writing from the 



you plan to return to woric promptly after the completic 
leave. You may not be granted an educational leave for a 
one year. You may use acxniied vacation and holidays du 
leave of absence* 

2« MEDICAU in cases of extended personal illness. You mu^ 



n of the prescribed 

F*^riod longer than 
g an educational 

submit a physicxan*s 



statement in support of your request for the leave whic h must state (tising 
this language) the date on which you became medically inable to work and 
the date on which you win be able to return to work. Medical Imves of absence 
may be approved for a period of six months. If you inter p to return to work 
before the expiration of your leave» your physician's wi 
be required. A physician's statement indicating that a 
duties is recommended must be submitted to your su; 
will be permitted to return to work from a medical lea 
extension of your medical leave is necessary, the leav 
beyond six months upon the written recommendation 
Medical leaves of absence n^ay indude accrued sick leav^ 
and, for aonpt ^i^oyees only, CTO. 



ERLC 



MATERNITY, from the beginning of the seventh modh 
a period of six months. A {Aysicxanis statonent of the estim 
must be submitted in support of your reque^ for the leaT 
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itten approval will 
resumption of job 
ervisor before you 
^e of absence. If an 
s may be extended 
of your physician. 
, hoUdays, vacation 



of pregnancy, for 
jated date of delivery 
e, which must state 



(using this language) the date on which you will become medically unable 
to work. (If you plan to continue working beyond the seventh month, your 
physidan^s written approval will be required) If you plan to return to work 
prior to tte exi^ratiim of your leave or if an extaisi(^ c^the leave is necessary, 
your physician^ recommimdation will also be required. A phy^dan's statement 
indiciUting that a resumption of job duties is rea)mmendai must be submitted 
to your supervisor before you will be permitted to return to work from a 
maternity leave of alienee. If you have accrued skk leave, hdidays or vacation, 
or if you are an exempt employee and have accrued CTO, you may epply 
this time toward the leave. The balance of time away from work will be 
itcorckd as an unpaid leave of absence. 

4. ILLNESS IN YOUR IMMEDL\TE FAMILY, beyond the 3 days of earned 
sick leave that may be used annually for this purpose. Your requ^t for this 
leave must be supported by a physician's statement which identifies the 
family member. Such leaves may be granted for a period not to exceed 3 
months. While on leave for family illness you may use accrued vacation, 
holidays and, for exempt employees only, CTO. Immediate family is defmed 
as husband, wife, child, panmt, grandparent brother or sister. 

5. ADOPTION, which must be supported by a letter from an attorney, the 
adoption agency or Department of Family and Children Services. Such 
leaves may be granted for a period not to exceed 6 months. You may use 
vacation, holidays and, for exempt employees only, CTO, during leaves 
of absences for a^ption. 

Upon recdving approval for a leave of absence, you may continue your insurance 
coverage by paying the premiums which will become due during the leave no 
later than the last day on duty. An authorization slip for payment of insurance 
premiums will be included with the approval. This authorization will state the 
exact amount of premium due. Payment should be made at the senior cashier's 
window in the Business CMvot. If you dect to diso^ntinue coverage other than 
basic life — all new claims will be denied after the end of the last pay period, 
the last da^ covered by payroll deductions. You may apply for new hospitalization 
and supplemental life coverage at the next open enrollment. Under these 
circumstances, however, proof of insurance eligibility is required by the health 
care providers with enrollment subject to their approval. 

If you have been on leave of absence for more than thirty days (other than 
mflitary leave, and exduding sick leave, vacation, holidays and CTO), an adjustment 
is made in the date on which you will i^ain become eligible for merit increases 
and in your anniversary date (which affects other benefits, including vacation 
and sick leave). The adjustmost consists of the number of unpaid days over thirty 
during which you have been on leave. (See section on Employment, Job and 
Anniversary Dates.) 

6. MILITARY SERVICE, both full-time and part-^time employees, whether 
or not they have completed six months of continuous sennice, are eligible 
for leaves of absence for military service, in accordance with applicable 
laws. You must, in the case of extended military service, apply for reinm^rat 
within 90 days after discharge and must present an honorable or general 
or satisfactory discharge in order to be granted reinstatement. If you meet 
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the qualiftc^tioQS for reinstatement, you will be reinstated with no loss of 
seniority o- adjustment of your anniversary date. You are encouraged to 
check with Personnel before leaving on an extended military leave and on 
your return, in order to receive spedfic information on such thin^ as when 
you can expect to be eligible for your next merit raise and how the leave 
will affect the accrual of other bcnefite. 

Employees may be granted annual leaves of absence for two week periods 
for the purpose of attending Armed Forces R^erve Tmining Sessions. During 
these short term leaves, you will be eligible to revive pay from the hc^itals 
amounting to be diffowce between the PICA wages you would have earned 
(based on a maximum of 40 hours per week) and the payment you receive 
from the Government, if any. Military orders must support your request 
for any military leave and proof of earnings from the Government must 
be shown upon return from the leave to justify pay. 

7. BEREAVEMENT LEAVE, fulUtime employees and regular part-time 
employees (on a proportionate basis) are eligible to receive up lo three days 
with pay each calendar year for death in the immediate family. Immediate 
family includes your parents, grandparents, spouse, sister, brother or child. 
You are eligible for bereavement leave after three months of service. Such 
absence is not charged to your sick leave credit, nor does the bereavement 
leave affect eligibility for the attendance bonus. 

8. PROFESSIONAL LEAVE, a maximum of six days of professional leave 
annually is available to allow full-time employees to au*nd conferences 
and seminars to update their professional skilk Regular part-time employees 
qualify for professional leave on a proportionate basis. More time is allowed 
if you are instructing at such conferenas, serve on state or national committees, 
or are an officer in the professional organixatira hosting the conference. 

A maximum of 16 hours of professional leave is available to full-time 
employees or to regular part-time employees on a proportionate basis who 
arc required to take examinations for certification, registration, or licensure. 
These employees include, but are not limited to: graduate nurses, practical 
noises, radiologic technologists, ni^cal tcchnolc^ists, and r^piratory therapists. 
This policy applies only to those employees who arc first time writers and 
who are not currently licensed, registered or certified. The policy does not 
apply to employees who must undergo rc-cxamination in order to maintain 
ccrtificatioL registration, or licensure or to those employees who were 
unsuccessful in previous tests. Payment for professional leaves of absence 
requires the approval of your Associate Director, 

9. JURY DUTY LEAVE, will be granted to full-time employees summoned 
to serve on the jury of any 1^ and recognized court of law. A written request 
for such leave and a copy of your pay voucher from the court must be presented 
to your supervisor before pay for the time spent on jury duty will be granted. 
During such leave, you will be eligible to receive pay from the hospital 
amounting to the wages you would have earned {not to exceed 8 hours per 
day) if you had not been called to jury duty, in addition to the amount you 
arc paid by the court 
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Wortefs' Compensation 

The Fulton-DeKalb Hosp \l Authority operates under the State of Georgia's 
Workers' Compensation Law. The policy which must be followed is mandated 
by State law, and failure to adhere to this policy can result in severe penalties 
for both the employee and the Authority. If you sustain a job related injury 
or illness, you must: 

1. Report the incident immediaiely to your supervisor and ask that an incident 
report be completed. The incident report to be used has been revised and 
it is now a goldcnrcxi color, legal size report. Your supervisor will complete 
and si^ the incident report If the inddent occurs during the normal workweek 
(Monday to Friday, 0800-1630 hoursX you will be told by your supervisor 
to take the completed incident report to the Employee Health Clinic for 
treatment or it^ferral to the panel physician you select. 

If the incident occurs at night or on weekends, you will be told by your 
supervisor to take the completed incident report to the Charge Nurse in 
the Surgical Emergency Clinic for the treatment or referral to the panel 
physician you select 



Under the Workers* Compensation Law, you must be seen by a panel physician 
or you risk losing your benefits. The following is the panel of physicians which 
is postal in prominent areas throughout the Authority complex: 





Surior RisMiiit Nnyimrmry 


F— 4th Ftoof 


Neurosurgery Clinic 


5^4800 


6— 4ttiFloof 




589-4369 


MttfM to ClKII 




Medical Emergency Clinic 


Saiior RtiMML Ortfeooiiifi Sttrwv 


MEC Ground Floor 


Ortiiopedic Clinic 


58^-4048 


F— SrdFtoor 




589-4473 


RmMnI il CfeKfl 




Surgical Emergency Clinic 




SEC GrouxJ Floor 589-4041 





2. After you have chosen the first panel physician, you may if you wish, change 
to another panel physician. Any additional change must be approved by 
the Workers' Compensation Board, A panel physician may refer you to any 
other Grady physician darned necessary to assist in your recovery. 

3. In order not to jeopardize your benefits under the Workers* Compensation 
Law, you must insure that your supervisor is kept informed of your progress. 
Whatever the physician recommends, it is YOUR responsibility to obtain 
this recommendation in writing from the physician and take it immediately 
to your supervisor. 

4. When the physician releases you to return to work, this written release must 
be taken to your supervisor before you will be allowed to return to work. 
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If you have any questions about the Workers' Compensation Policy, please ask 
your supervisor or contact the Workers' Compensation Representative in Ptrsonnel, 
Extension 5-41 61. 

Insurance 

1. Full-time, regular part-time, and temporary employees are eligible for several 
types of group insurance at low rates via payroll deduction but no insurance 
plan goes into effect until you have completed 90 days of employment (the 
probationary period). This also means that no payroll deductions for insurance 
premiums are made until after 90 days of employment. However, you will 
be asked during orientation to decide what coverage (amongst those for 
which you are eligible) you wish to take. You must make or you may change 
your decision within the first 90 days of employment by completing new 
insurance cards with the Employee Insurance Representative in Personnel. 
After that, any changes with the exception of those described in paragraphs 
4 and 7 can be made only during the annual open enrollment period. 

2. A conventional insurance company offers a term life insurance plan and 
a health insurance plan to both you and your dependents. You are urged 
to keep beneficiary information current in your insurance filey In addition 
to the basic $1,000 life insurance at no cost to you, this pin also offers 
supplemental life insurance, the value of which can be eithOT 1 times or 
lyi times your annual salary, depending on your choice. If you elect the 
supplemental life insurance coverage, each time your salary changes both 
your coverage and your premium (deduction per pay period) will change 
automatically. Information about this plan can be obtained from the Employee 
Insurance Representative. Open enrollment for this plan is held during the 
month of November. 

3. Health Maintenance Organizations (HMOs) offer health insurance plans 
for you and your dependents. Qaims for these plans are handled ^y the HMOs 
and open enrollment for these HMOs is held during the month of November. 

4. There are two exceptions to the once-a-year enrollment for health insurance 
coverage not requested at the time of employment First, the insurance company 
and HMOs provide immediate coverage for newborn infants in cases where 
other dependents are already covered. Under the second exception, you 
may request health insurance coverage for dependents within 30 days after 
marriage or the birth of a child. Forms for this coverage mustht obtained 
by you from the company which offers the coverage, except for the group 
term life and health (described in paragraph 2). These forms are kept by 
the Employee Insurance Representative in Personnel. 

5. An accidental death and dismemberment insurance plan is offered only 
to regular full-time employees and dependents. Enrollment and claims for 
this coverage are handled by the Employee Insurance Representative in 
Personnel. Open enrollment for this plan is held during the month of November, 

6. A whole life insurance plan is offered through the hospital to both you and 
your dependents. This whole life plan with its various options may be continued 
by you even if employment ceases. Claims for this insurance are handled 



by the company offering the plan. Open enrollment for this plan is held 
during the month of November* 



7. Dental insurvice is available for all full-time and regular part-time employees. 
A low monthly fee enrolls you in the program. You may then select your 
dentist from a roster of licensed professionals who are located in your area. 
Open enrollment for this plan is held in November. 

8. Any insurance coverage maybe dropped at any time, except the $1,000 
basic term life insurance which the Authority provides. You may change 
your beneficiary at any time and you are urged to keep this information 
current 

9. Remember, if you have coverage with the conventional insurance company 
you may contact the Employee Insurance Representative for information. 
If you have elected coverage under an HMO you must contact the HMO 
for information. Questions concerning whole life insurance should be directed 
to that company. If you have questions concerning dental coverage please 
contact that company. 

10. The Authority underwrites the cost for an accidental death or dismemberment 
policy which covers all full-time employees between the ages of 18**69 while 
they are traveling on hospital business outside the city limits. 

11. Upon retirement, an employee may request to continue health and term 
life insurance by paying the premiums. ^ 

CVJ 

Effective January 1, 1987 continuation of medical coverage will be offereTT 
for a limited period of time under the following circumstances: 

1. Termination (other than for gross misconduct) after six months of continuous 
employment. This coverage is available to eligible employees, spouse, and 
dependents for eighteen months. Cost is based on what the hospitals pay 
and not what you paid while actively employed The cost will vary in accordance 
with the prevailing cost to the hospital. 

2. Reduction of hours to a no-benefit status (from full time or regular part 
time employment status to on-call or pool). This coverage is offered for 
eighteen months. Cost is the same as quoted in paragraph one. 

3. Death of an employee. This coverage is offered to eligible spouse and dependents 
for thirty-six months. Cost is the same as quoted in paragraph one. 

4. Divorce or legal separation from your spouse. This coverage is offered to 
an eligible spouse and dependents for thirty-six months. Cost is the same 
as quoted in paragraph one. 

5. Your dependent child who reaches the maximum age is offered coverage 
for thirty-six months. Maximum age is defined as 19, or to 25 if the dependent 
is a full time student and totally dependent upon you for finances. Cost is 
the samt as quoted in paragraph one. 

The continued coverage will be available to eligible employees, spouse and 
dependents for the remainder of the month in which one of the above circumstances 
occurs and for three full calendar months thereafter. Failure to apply within 
this time frame will result in loss of the benefit 
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Premiums for this cootiQued coverage must be paid manually by the covered 
ifldividuaL Delinquency in payments will r^ult in canwllation of the coverage. 
NonoikewiUl^giyenqfa^tinqumacamnt 

Continued coverage will be terminated if the covered individual obtains 
employment with an employer offering a group health plan, or remarries and 
by reason of such remarriage becomes covered under another employer group 
health plan. 

Any questions wnccming continuation of medical coverage should be addrcss«l 
to the Emi^ya Insurance Representative, Room B-107, 

After six months of continuous service, full-time and r<^ular part-time employees 
with the equivalent of six months continuous full-time service become eligible 
for admission to the hospitals for treatment at a disrount when properly referred 
by a member of the Resident or Visiting Medical Staff. (This policy applies only 
to admission to Grady and Hughes Spalding.) Except in emergencies, you must 
present a written request for the hospitalization, in advance of the proposed 
admission date if possible, to the Director of Personnel. You should take the 
pink elective admission sheet, obtained from the clinic, to Personnel, Room 
B-107. You are entitled to an employee discount of up to 25% of the total hc^ital 
bill, but in no case can the discount exceed the balance of your bill after applying 
all insurance payment 
No discount is allowed for cosmetic surgery. 

Death BanafHs 

Any regular full-time employee who dies prior to retirement is eligible for death 
benefits. These benefits will be paid to the beneficiary whom you cffcsignated 
on the Insurance card of the conventional group insurance carrier you completed 
at the time of your employment You arc urged to keep this beneficiary information 
current The amount of this payment shall be in accordance with the following 
schedule: 



Hwiptoyiidw... ...Miufldir AamaMli^ti 

O^y^ Rvey^ Rxir weeks of pay 

Rve y«afs Fifteen Bght weeks of pay 

Fifteen years Thirteen weete of pay 

A "week of pay" means one week at your base pay rate for that lime in the 
pay period preceding the time of death. 

tn-Sarvicft EducatkNi 

As a service to employees who wish to improve their skills or broaden their 
knowledge, the Hospital Authority has established a formal program of inservice 
education which consists of training programs and seminars on a wiety of subjects. 

On a con^nuous basis, a G.E.D. (General Equivalency Diploma) program 
is offered in conjunction with the A^'anta and Fulton County Public School 
systems at the Board of Education, 222 Pryor St. in Atlanu. The hospital also 
subscribes to the Georgia Hospital Association Telecommunications Network, 
which provides seminars on various subjects. Other presentations and programs 
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arc annmmced as they become available. Inquiries may be direct^ to the Training 
Dircrtor in Room E-1514, extension 5-348X 

Because Nursing Service is such a large department and nursing skills are 
spwialized, a separate nursing staff development program exists. Inquiries about 
these classes may be diraned to the Staff Development office on the 16th floor, 
at extension 5-4989. 

An Employee Recognition Program has been cstablish«I to recognize employees 
who have dedicated long years of service. 

After five years of service, and at the end of each subsequent five year period, 
full-time and regular part-time employees arc given recognition certificates 
on their anniversary dates. Employee who reach their tenth anniversary date 
are honored at departmental functions arranged by the appropriate Associate 
Directors or Administrator in conjunction with their department heads* At such 
functions, the onploywjs reaive sflver service pins ia addition to the recognition 
c^ificates. 

Employees with twenty years of service are honored with a certificate, and 
a twenty year pin; they also attend a luncheon with the Board of Trustees in 
January of the following year. After thirty and forty years of service, employees 
arc honored at the same luncheon with the Board of Trustees. 

Cradft Union 

All full-time and regular part-time employees and their family members are 
eligible to join the Hospital Authority Employees Credit Union upon the payment 
of a $2.00 membership fee and a $5.00 share. Services include a plan of savings 
^ irough authorized payroll deduction and personal loans, all at optimum financW 
benefit. You may make cash deposits or withdrawals at any time during regular 
office hours Monday through Friday from 0715 hours to 1100 hours (7:15 am 
to 11:00 am) and 1300 hours to 1600 hours (IKX) pm to 4:00 pmX except holidays. 
There is a charge $5.00 for eadi withdrawal in excess of 1 per calendar month. 
No check will l)e issued in an amount less than $25.00 unle« you wish to withdraw 
membership from the Ct&iit Union. 

You should be aware that the balance of any outstanding loan becomes due 
and payable infiiU immediately if your employment with the HcK^ital Authority 
is terminated for any reason. In such cases, your final paycheck may be released 
to the Credit Union to cover an outstanding loan balance, depending on the 
amount due on the loan. In case of your total and permanent disability or death 
prior to your 60th birthday, your outstanding loan is paid by the insurance to 
which the Credit Union subscribes* Inquiries regarding the Credit Union should 
be made at the Credit Union offia, E-291. 

RdcrtatkHi and Sports 

Various hospital sporting teams and events arc organized for employees free 
of charge. Publicity and inquiries about these benefits arc handled by Employee 
Relations, Room 1^-74. Discounts on tickets to various local recreational facilities 
or entertainment and sporting events are offered to employees by Employee 
Relations, Room B-74, extension 5-3838. The availability of these tickets is 
well publidzcd thrcughout the hc«;pital. 
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BcntsiBgls Uted to M'tioe employees or tttU<4iffle sttt^ 

to^ui«btied jctttemfc pw^nuns and «gdent» in alSlteted pn^ftiw which 

use tte hoii^ttl ts the piiisury tninisi fiuiHt^. ^nois interbl^ ia hooshig 

^otild eontict the iloo^ Office (ext 5-3$6(^ whefe ai^e*^ 

•od $ul»ttU the cofflp}^ form to the Director of Reaklettco, Coordinator of 

StudeatA&hi. 

ftfld apofi r^vifig the completed ippticttioa. If you mtt a atodeit ia one of 
the imgiams descrM above, hotauv b Hmtoi to d» donOicm of y^ 
pnigram. If yoo are aa employee, housiiif wiO he limited to a period of up to 
thn» mixttfas, whidi may he extei^ 00 a ffloath to mcmth basis if ^paoe a£bm 
You may not h^in residence before banning work nor continue residence 
after sQMiatioo from the hoqx^ds. 

Dormitory fe(S wfll be dedm^ each pay period. Rent deductioo forms are 
available at the Housing 0£5ce (48 Armstrofig Street). 

Sochi Qocuritv 

The hospitals participate in the Federal Social Security Program. A regular 
^ deducti(mfortl^oovaageamade&(miy(Hireanimg$,aQdl^H<^^ 
<c so equal amouat. The» payments are aommulated by the Fatetid GoveromeQt 
ck: in a Social Security account from v^iich you may draw retiremoit beoeSts when 
you re«dt the age of 62, eaiiier if you beonne totally dis^l^ 

CcfiEttplete de&u& the Social Seotrity Law are ocfdaioed m a pan^hlet whkh 
is available at the local headquarters of the Social Security Administratioo, 
^ United Stittes Decartment of HeaUb and Hmoan Services. 

O * 

Jkx DeiOfTed Annufty 

1 he hospitab provide tax deferred annuity programs to regular full-time and 
rqpihir part*time employees- These programs are optional, flcxibte and designed 
to aUow you to supplement your personal savings or retir^nent funds on a tax 
deferr(Ki basis. In order to pre^t (tetails about this program, enrollmeots are 
heU periodicaUy. Fcvemftoyees vi4x> are interest and have not y^partkipated 
in th^ i^ogtam l»odiures are available in the Iteisoond OfSoe, RcKm %'WI. 

If yoiitre i fulUime employee and employed under 60» pirtkipitioii 
in tlte HoiptUl I^miioii Plan will be pr ovid^ by tbe hospittif withoat cost to 
yoo. Your ptrtidpilioii w01 b<^ tutomttiMUy oo Jtntuiry 1 fotlowiiig your 
third anniversiry dite. Detiili^ iuformmtion about tbe plsa am be obtained 
&om a bfocfaurp available in ftiiOfUiei. 

Employees who retire under the hospitals* retirement plan are entitled to 
continued eligibility for free outpatient medical service^ pharmacy items and 
inpatient bosi^ittlizitkxi discount* 
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Meab are served at the fdlowing Imxhs: 



■ Lsotai ImkM LsMl iNMr 


E Area 
{Wlseican(is& 
Hoikiay Hours) 


06(XH}93Q 
(8:00am^:30am) 


1100-1430 1630-1900 
{11:00am-2:30(]in) (4:3Oa(tt-7:00pm} 


|6:0OanH:0Oafli} 


1100-1400 1630-1900 
(11:00ain-2:00pm} (4:30pin-7:fl0pm) 


Cafeteria »2 
C Ann 


0830-1030 
(8:30am-10:30am} 

Closed for WMcends & Holidays 


1100-1400 

(11:00am-2:0(^) 


Clo^ 


Cafeteria #3 
Sround Floor 
B Ajaa 


Closed 1100-1400 Ctosad 
{11:00ain-2:00pm) 
Closed for ^WeeMnds & Holidays 


Hughes S(»ldk)g 


(^1000 
(9:30ain-l0:00am) 


1130-1330 
{11:30am-1 :30pm) 


Ctosod 



Only Cafeteria #1 and the Hughes Spalding Medical Center Cafeteria are 
open on weekends and holidays. Vended it^ are available 24 honrs each day i 
at Ca&teria#lProblentt«^veiidii«maduQea should ; 
siqiefviscM^oadirty. 

In the interest of good housekeeping, you are requested to eat only in the areas ^ 
pfovided Ptease do not remove stiverwam or serviag dishes £rom the ca&t^ 

PostOffkM 

The Fost Office is located oo the first floor **E** area and is a omtract station 
of the I^Mtal Service. It provides most of the services available at any post 
office with the primary exceptions being that C.O.D. packages and pa(^»|^ 
addressed to fmeign countries (iododiag A^.O.) cannot be mailed from Grady. 
The Post Office is open Monday • Friday from 0800 to 1600 hours (8KX}«m 
to4KX)pm). 



SESSION 3/MATERIALS 2 

SESSION 3: WORKSHEET 

Group Work: Taking Time Off 

1. Which section are your reading? 

2. Underline in the section the information you think is most 
important. What would you explain to a new employee? 

3. Write this information in your own words as you would 
explain it to a new employee (may be dictated) . 



4. In what ways was the information in this section organized? 
A chart? Numbered lists? italicized print? 

5. Is there any information in this section that you disagree 
with or that, based on your experience, you would change? Please 
explain. 

6. Circle five important words in your section. Copy the 
sentences in which these words are contained in your notebook. 
What do these words mean? List two other words that could of 
been used instead of this word without changing the meaning of 
the sentence. 
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SESSION 3/MATERIALS 2 

SESSION 3; WORKSHEET 

Group Work; Taking Time Off 

1. Which section are your reading? 

2. Underline in the section the information you think is most 
important. What would you explain to a new employee? 

3 . Write this information in your own words as you would 
explain it to a new employee (may be dictated) . 



4. In what ways was the information in this section organized? 
A chart? Numbered lists? Italicized print? 

5. Is there any information in this section that you disagree 
with or that, based on your experience, you would change? Please 
explain. 

6. Circle five important words in your section. Copy the 
sentences in which these words are contained in your notebook. 
What do these words mean? List two other words that could of 
been used instead of this word without changing the meaning of 
the sentence. 
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SESSION 3/MATERIALS 3 

SESSION 3: WORKSHEET 

EMPLOYEE HEALTH CLINIC 

1. Underline the sentences in the text which tell you what 
procedures to follow if you are sick. 

2. List the two steps involved in going to the clinic. 

3. What must you do if you have lost your blue hospital card? 

4. Why is the clinic opened from 7:00am to 8:00am according to 
the text? 

5. What information from this section would you tell a new 
employee at the hospital? 

6. What other information would you tell a new employee about 
the health clinic? Should this other information be added to the 
personnel manual? 



WORKERS' COMPENSATION 

1. There are four major points an employee must follow in order 
to receive Workers' Compensation. What are they? Explain and 
write them in your own words. 



2. What happens if an employee does not follow these 
guidelines? 

3. What information is contained in the chart? 

4. Where is the senior president of orthopedic surgery located? 

INSURANCE 

1. How is the information in this section organized? 

2. Read one of the numbered sections and in your own words 
wtite the important points it contains. 
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SESSION 3/MATERIALS 3 

3. Find at least five new words. Circle them in the text and 
copy them in your notebook. Read the sentences in which these 
words are contained. What do you think these words mean? What 
other words could be used in their place? Write the answers to 
these questions in your notebook. 
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May 30, 1989 

Quiz on Gradv Procedural Documents 

Directions; Read the question and circle the letter of the 
correct answer. 

1. Read all headings. 

Which of the following is not a major heading on this form? 

a. The Plan Provides 

b. Disability Benefits 

c. Who is Eligible? 

d. Proof of Continued Disability 

2. If you wanted to know what your insurance plan covers which 
heading would you read? 

a. The Plan Provides 

b. Disability Benefits 

c. Who is Eligible 

d. Schedule of Insurance 

3. Look at the chart of numbers. What information does this 
chart contain? Select below the information you can find in 
this chart. Does it contain information on: 

a. who is eligible for insurance 

b. how much it costs for different amounts of coverage 

c. what is the number of weeks an employee must be absent 
to receive disability pay? 

d. the amount of your salary 

4. Read carefully the section The Plan Provides . if you were 
in an accident and lost the use of one eye and one foot your 
insurance policy would pay what amount? 

a. one-half the amount 

b. full amount 

c. no amount 

5. If you were in an accident at work and 400 days later lost 
sight in one eye would your insurance pay for this loss? 

a. yes 

b. no 

c. does not say in this section 

6. Underline the sentence on the information sheet which 
explains the answer to question #5. 

7. The insurance policy will cover you past age 65? 

a. True 

b. False 
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8. Read the section Schedule of insurance . How much coverage 
can each of your children receive? 

a. $ 10,000 

b. $ 100,000 

c. $ 250,000 maximum 

d. $ 5,000 

9. Bi-weekly means that something happens 

a. one time per week 

b. two times per month 
c- twice per year 

d, by the week and not by the month 

10. All full-time employees are eligible for this insurance. 
Eligible means that . 

11. Read the chart Examples of Cost . If you are insured for 
$60,000 how much will be taken out of each paycheck? 

a. $ 1.10 

b. .88 

c. $ 1.32 

d. $ 1.00 

12. Read the section Who is Eligible ? Make a list of all the 
important information in this section. What information 
does this section contain? 



AMA:Tue-Qz/5/29/89 
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•nm PLAN PFIOVIDES 

Personal Accident Insurance will be paid for any of the fol- 
lowing losses as the result of an accident occurring on or off 
the job, while ycu or the dependent is covered. This protec- 
tion is in addition to any other benefits that may be payable 
as a result of the accident. 
FULL AMOUNT of Insurance is payable for: 
Loss of Life 
Loss of; both hands, 
both feet, 
sight of both eyes, 
one hand and one foot, 
one hand and sight of one ^ye, or 
one foot and sight of one eye. 
ONE-HALF THE AMOUNT of Insurance is 
payable for 
Loss of: one hand, 
one foot, or 
sight of one eye. 

The total payment for any one accident may not be more 
than the full amount of Personal Accident Insurance. The 
losB must take place within 365 days after the incident. 

•TTie above benefits apply as long as you remain insured 
regardless of age. 

PieoA€ noU that thiM insurance ts not limited to Thavri Acctdenis it appUes 
in the event of any type of Accidental Death or OiftabtHty, except as mdt- 
eaSed in the "^ExciustonM and Limitations^ section of this brochure. 



DISABIUTY BENERTS 

FOR EMPLOYEES ONLY 

Oiif Plan has a special feature that protects you if you have 
a*' accident before age 70 and, as a result, become totally 
diiAabled within the following 30 days. 

It Nwrks this way. If you are still disabled at the end of 90 
days, the insurance will be extewied while you remain to- 
tally disabled until the end of one year after the accident. If 
d^th or other covered loss occurs as a result of the accident 
whileyour insurance is being continued under this feature, 
yc or Personal Accident Insurance will be paid. 

Weekly Income Beginning One Year After The Accident 
—If, at the end of one yean you are still totally disabled and 
haven't ah^itdy become entitled to benefits under the Per- 
sonal Accident Insurance equal to your face amount, you 
v^ill be paid a weekly income benefit. The weekly income 
will be V500 of your msurance (less any Personal Accident 
Insurance benefits payable since the accidenti and will be 
paid four weeks at a time as long as you remain totally 
disabled, for a maximum of 500 weeks. The unpaid balance 
of the weekly income disability benefit will be paid in a 
lump sum to the named beneficiary upon the death of a 
disaoled employee. 

Proof of continued disability must be submitted from time to 
Ume. lb be considered totally disabled, you must be unable, 
by reason of the accident, to perform any and every duty of 
your occupation. Beginning with the second year after the 
accident, you must be unaole to engage in any and every 
gainful occupation for which you are fitted by education, 
training or experience, as a result of the accident. 



SCHEDULE OF INSURANCE 

Your Insumnce: You may select any amount you wish, in 
multiples of S 10,000, up to a maximum of $250,000. How* 
ever, amounts over 5100,000 may not exceed 10 times an- 
nual earnings. 

Your Spouse's Insurance: You may also select any amount 
of insurance for your spouse in multiples of S10,OO0, up to a 
maximum of 5125,000. This amount selected may not 
exceed the amount of your own insurance. 

Your ChMdren*s Insurance: Each covered child may be 
insured for 55.000. 



If You Insure Your Bt-Weeklv Cost 



Yourself and 


Each 




Your 


' Child 


Soouse 




¥Qtirse|f 


Soouse 


Each 


$ lO.OOO 


ss.ooo 


$0.22 


S0.20 


$0.10 


20.000 


5.000 


0,44 


0.40 


0.10 


30.000 


5.000 


0.66 


0.60 


0.10 


40.000 


5,000 


0.88 


0.80 


0.10 


50.000 


5.000 


1.10 


1.00 


010 


60.000 


5.000 


1,32 


1.20 


0.10 


70.000 


5.000 


1.54 


1,40 


0.10 


80.000 


5.000 


1,76 


1.60 


0,10 


90.000 


5.000 


1,98 


1.80 


0.10 


100,000 


5,000 


2.20 


2.00 


0.10 



WHO IS ELIGIBLE? 

All fm^ time employees an: eliyible for this insurance. 

Dependents who may be enrolled under the Plan are your 
wife or husband (unless legally separated) and your unmar^ 
ried children less than 23 years old. Unmarried children who 
are age 23 but less than 2S years old are also eligible provided 
they depend on you for support. 

A new-bom child will not be covered before the monthly 
premium due date of the Master Group Policy following the 
child's birth. 

Stepchildren, foster children and legally adopted children 
may be included the same as your own provided they depend 
on you for support. No one will be eliipble as t dependent 
while covered as an employee or while in miUttry services. 
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Cover page 

Method of The Week 

This booklet is a series of exercises related to various 
"Method of the week" topics which are distributed as information 
for housekeeping employees. Before you begin this booklet of 
exercises, answer the following questions. 

Discuss and Write 

1. Have you ever tried to explain to someone how to complete a 

task or, chore? 
Have you ever tried to teach someone to ao something? 
What did you teach them? 
How did you teach them? 
Did they follow your directicrs:^ 
Did they make mistakes? 

Write a description of your experience explaining to someone how 
to complete a task or chore. 

2. What does method m@an? 

3. Look up method in a dictionary. which meaning from the 
dictionary fits the way the ^ord is used on the following 
pages? Copy the definition of method from the dictionary. 



162 

134 



SESSION 4/f1ATERIALS 1 



METHOD OF THE WEEK: Dust Mopping 
Before Reading 

Pretend you are explaining to a new employee how to dust 
mop. In your own words write a step-by-step description of the 
directions you would give this worker. 

Then read the "Method of the Week" on the next page and 
complete the exercises which follow. 
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3, 
4. 



5. 



6. 



DPST MOPPING 

Collect equipment - floor tool, disposable dust cloth, or dust mop,, 
dust pan, dust brush. 

Position cloth - place tool in center of dust cloth. Fold cloth 
over tool. Insert edge of cloth into holes in tool. Leave cloth 
in a loose position. 

Place dust sop on frame, attach to handle. 

Use dust bnwh to remove dirt and dust from edges and comers. 

Sweep - push tool or dust mop from side to side making sure it is 
pivoted to keep the same surface in front at all times. Use an "S" 
motion. In corridors, finish by sweeping along edges. Do not lift 
tool from floor. Keep flush to floor. Avoid bumping along floor. 

Check cloth - when cloth becomes soiled change positions. Remove 
excess dust build-up from tool gently. Do not scatter dust when 
changing. DO NOT change in a patient room. 

Return equipment - store in a clean and orderly condition. 
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Reading and After Reading 

1. Look at the "Method of the Week" page. What heading is 
unde-rlined on this page? 

2. How many steps for dust mopping are described on this page? 

3. How can you determine how many steps are described on this 
page? 

4. Read the suggested steps for dust mopping. When yo-, finish 
reading, describe these steps in your own words without 
looking back at the page. Write the suggested steps. 

5. Now check back at the Dust Mopping page. Did you leave out 
any of the steps that were described? If so, which ones? 

6. .Underline the equipment used in dust mopping. 

7. Which part of the equipment is thrown away after use? Where 
on this page does it indicate that some of the equipment 
wil.1 be thrown away after use? 

8. What does #2 describe? • ' 
Why is #2 divided into 2A and 2B? 

What does #2A describe? 
What does #2B describe? 

9. According to #4 which of the following best describes how to 
sweep? 

a. back and forth 

b. side to side in an "s" motion 

10. Which diagram best illustrates how to sweep? 
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11. Which part of a corridor is cleaned last? 

12. What is used to clean edges and corners? 

13. What does step #5 and step #6 describe? 

14.. Where should you not change the dusting cloth? 

15. Underline the words that describe how the equipment should 
be stored? 

16. Look at the steps for ducting that you described before 
reading the "Method of the Week." 

Did you include information that was not included in the 
"Method of the Week"? If so, what? 

Did you leave out information? 

Do you think the "Method of the Week" should explain dust 
mopping differently to a new, inexperienced employee? 

17. Re-write the "Method of the Week" as :jf you were teaching a 
new employee how to dust. » • 
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Vocabulary : Locate and circle the following words in "Method of 
the Week." 

equipment 

di sposable 

posi tion 

insert 

loose 

pi voted 

corridors 

flush 

soi led 

excess 

scatter 

Di rections: 

Copy these words in your notebook and write what you think 
the word means based on how it is used in the "Method of the 

Look words up in dictionary and wnte a dictionary definition 
beside your own explanation of the meaning. 
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METHOD OF THE WEEK: Daily Vacuuming 
Before Reading 

Pretend you are explaining to a new employee how to vacuum 
In your own words write a step-by-step description of the 
directions you would give this worker. 

Then read the "Method of the Week" on the next, page and 
complete the exercises which follow. 
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METHOD OF THE WIEKm^ 
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Collect equipstent 
cr«vic« tool. 



DAILY VACHnMIMC 

vacuum cl««ticr, vacuum hose, floor tool, 



Cheek equlpaent - make sure vacuum has a clear disposable bag. 
Check for proper working of all parts to Include proper belt 
alignment. Check electric cord and connection. Test suction. Do 
not use until any safety problem is corrected. Adjust vacuum to 
proper hel^t for carpet. 

Begin vacuxaatng - vacuum floor area; begin at doorway. Use a 
ptuih-pull method. Use crevice tool for comers. Overlap each 
stroke. Vacuum miutt pass over carpet three times for regular 
vacuuming and 5 times for heavy cleaning, or until debris is 
removed. 

Clean - take vacuum to janitors closet or store room. Replace 
disposable bag. Wipe clean. Do not remove vacuum bag In patient 
care area. 



5. Return equipment - store in a clean and orderly condition.^ 
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Reading and After Reading 

1. Look at the "Method of the Week" page. What heading is 
underlined on this page? 

2. How many steps for vacuuming are described on this page? 

3. How can you determine how many steps are described on this 
page? 

4. Read the suggested steps for vacuuming. When you finish 
reading, describe these steps- in your own words without 
looking back at the page. Write the suggested steps, 

5. Now check back at the Vacuumi ng page. Did you leave out any 
of the steps that were described? If so, which ones? 

6. Underline the equipment used in vacuuming 

7. In your own words explain what steps #1 and #2 require you 
to do. 

8. Underline the information in "Method of the Week" which 
explains: 

a. where to begin vacuuming 

b. how to clean corners 

c. how many strokes are necessary to clean carpet 
Which steps explain this information? 

9. Which steps of vacuuming are similar to steps described in 
dust mopping? Explain what directions are the same for both 
methods . 

10. Look back at the directions you wrote for a new en^ployee on 
how to vacuum. 

11. Look at the steps for vacuuming that you described before 
reading the "Method of the week." 

Did you include information that was not included in the 
"Method of the Week"? If so, what? 

Did you leave out information? 

Do you think the "Method of the Week" should explain dust 
mopping differently to a new, inexperienced employee? 

12. Re-write the "Method of the Week" as if you were teaching a 
new employee how to dust. 
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VocabuTarv ; Locate and circle the following word in "Method of 
the Week, " 

crevice 

proper 

al 1 gnment 

connection 

suction 

adjust 

debris 

order! y 

condition 

pirggtipns 

Copy these words in your notebook and write what you think the 
word means based on how it is used in the "Method of the Week." 

Look words up in dictionary and write a dictionary definition 
beside your own explanation of the meaning. 
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METHOD OF THE WEEK: Damp Mopping Corridors 

Pretend you are explaining to a new employee how to damp mop 
corridors and open areas. In your own words write a step-by-step 
description of the directions you would give this worker. 

Then read the "Method of the Week" on the next page and 
complete the exercises which follow. 
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DAMP MOPPING OF CORRIPQItS AMP AftlTAR 

1. Collftct equipaent - buck«t (8 gallon), wrlngtr, clean mop, 
germicide, hand pad. Wet Floor signs (3 each), putty knife. 

2. DvuRt floor with treated cloth or dust mop. 

3. Prepare solution - fill bucket with 4 gallons of cold water. Add 
germicide per manufacturer's directions. 

4. Place "Wet Floor" signs - place the 3 Wet Floor signs 
approximately 8 feet apart along one half of corridor. Begin 
mopping at one end of corridor. Bring mop along edge first, 
include base tile. Mop from edge to center of corridor mopping 
parallel to the baseboard. Use your hand to direct mop into 
comers and around door bucks. As floor dries move one "Wet 
Floor* sign forward approximately 8 feet to continue operation. 
Use green hand pad to remove gunk, stubborn soil and black marks 
(one pad may be attached to mop clamp) . Use putty knife to remove 
gua or other deposits. 

Note: Return mop to water frequently to deposit soil. Wring mop 
sufficiently to avoid getting floor too wet. 

5. Replace water - change water frequently to avoid leaving film on 
floor (at least every 1,000 sq. ft. (100 foot long corridors) or 
when soil load is heavy). 

6. Clean and return equipment - Wipe down inside and outside of 
bucket (store in a clean and orderly condition) . 
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Reading and After Reading 

1. Look at the "Method of the week" page, what heading is 
underlined on this page? 

2. How many steps for damp mopping are described on this page? 

3. How can you determine how many steps are described on this 
page? 

4. Read the suggested steps for damp mopping. When you finish 
reading describe these steps in your own words without 
looking back at the page. Write the suggested steps. 

6. Now check back at the Damp Mopping page. Did you leave out 
any of the steps that were described? If so, which ones? 

6. Underline equipment used in damp mopping. 

7. What size bucket is used? 

8. What does germicide mean? 

9. How is a putty knife used in cleaning floors? 

10. Explain in your own words what the following sentence means: 

"Add germicide per manufacturer's directions." 

11. What should a worker do f i rst when mopping a corridor? 

12. How much space should be mopped before changing water? 
Underline this information in the suggested steps. 

V 

13. Look at the steps for damp mopping that you described before 
reading the "Method of the Week." 

Did you include information that was not included in the 
"Method of the Week"?, If so, what? 

Did you leave out information? 

Do you think the "Method of the Week" should explain damp 
mopping differently to a new, inexperienced employee? 

14. Re-write the "Method of the Week" as if you were teaching a 
new employee how to damp mop. 



146 



SESSION 4/.MATERIALS 1 



15. Vocabulary : Locats and circle the following words in 
"Method of the Week . " 

col lect 
treated 
solution 
approximate! y 
paral lei 
continue 
stubborn 
deposi ts 

Directions 

Copy these words in your notebook and write what you think the 
word means based on how it is used in the "Method of the Week.' 

Look words up in dictionary and write a dictionary definition 
beside your own explanation of the meaning. 
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METHOD OF THE WEEK: Damp Mopping Patient's Rooms 
Before Reading 

Pretend you are explaining to a new employee how to damp 
mop patient's rooms. In your own words write a step-by-step 
description of the directions you would give this worker. 

Then read t! e "Method of the Week" on the next page and 
complete the exer which follow. 
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3. 
4. 



5. 
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mnm of rATims^ rooms 



Collect equipment - 4 gallon bucket, wringer, clean mop, 
germicidal detergent, green hand pad, 3 Wet Fluor eignfi, putty 
knife. 

Dust floor with treated cloth or dust mop. 

Prepare aolution • fill bucket with 2 gallons of water. Add 
germicidal solution to manufacturer's directions. 

Mop - begin mopping at far end of: patient's room. Hop along edge 
of base tile first. Use your hand to direct mop. into comers and 
around door bucks. Return mop to water frequently to deposit soil 
and germs. Wring mop sufficiently to avoid getting floor too wet. 
Be sure to mop under and behind all furniture. Place Wet Floor 
sign outside of doorway * to one side. Use green hand pad to 
remove gunk, stubborn soil and black marks (pad may be attached to 
mop clamp). Use putty knife to remove gum or other deposits. 

Note: Return furniture to its proper place. 

Change water * change water after mopping 3 rooms or sooner if 
water becomes dark. 

Clean and return - wipe down inside and outside of bucket. Store 
in a clean and orderly condition. 
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Reading and Aftar Reading 

1. Look at the "Method of the week" page. What heading is 
underlined on this page? 

2. How many steps for damp mopping patient's rooms are 
described on this page? 

3. How can you determine how many <3teps are described on this 
page*? 

4. Read the suggested steps for dust mopping, when you finish 
reading, describe these steps in your own words without 
looking back at the page. Write the suggested steps. 

5. Now check back at the Damn Mom-ti ng Patient's Rooms page. 
Did you leave out any of the steps that were described'^ If 
so, which ones? 

6. Explain what is different about damp mopping a corridor and 
damp mopping a patient's room. 

* 

7. Underline the information which states how often water 
should be changed. 

Look at the steps for damp mopping a patient's room that you 
described before reading the "Method of the Week." 

Did you include information that was not included in the 
Method of the Week"? if so, what? 

Did you leave out information? 

Do you think the "Method of the Week" should explain damp 
mopping a patient's room differently to a new, inexperienced 
employee? 

Re-write the "Method of the Week" as if you were teaching a 
new employee how to dust. 
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Vocabulary : Circle any words you do not know, Copy them in you 
notebook and guess at what they mean. Write a meaning for each 
word. 

Then, look the word up in a dictionary. 
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METHOD OF THE WEEK: Spray Buffing Corridors 
Before Reading 

Pretend you are explaining to a new employee how to spray buff. 
In your own words, write a step-by-step description of the 
directions you would give this worker. 

Then read the •"Method of the Week" on the next page and complete 
the exercises which follow. 
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1. 

2. 
3. 
4. 

5. 



6. 

7. 
8. 



SPRAY BCTFIKQ CORRTPORS 

Collect equlpiMnt • floor machine, cpray buffing pads (2>, spray 
bottla (with epray buff aolution), abra»iva hand pad, putty knife. 

Duet floor. 

Oaop mop floor. Use cold vater. 

Reaove black aarka with abraaive pad attached to sop clamp. 

.... cs 

spray floor - using spray buff soliition spray ahead approximately 
4 feet. Lee pad carry solution to edge. While spraying avoid 
covering machine with finish; Spray directly on narks. Avoid 
blemishes and swirls. Move forward. not altow solution to dry 
on floor without buffing. 

Note: Heavy squirting: causes too much penetration of finish, 
results in excess removal of finish - causes excess glazing on 
pad. AVOID excess mist: floats onto base tile, trapping dust and 
dirt. Two pads should be tised to save time and encourage frequent 
changing. If you need to polish over a given area more than 2 
times you are applying too much spray. 

Clean pad - clean pad often; use center piece from pad or deck 
brush. Wash under hot water *|>igot. Don't store pad dirty. 
Severe buildup or glazing may need soaking or washing. 



Dust floor. 

Clean and return equipment 
condition. 



store in a clean and orderly 
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Reading and After Reading 

1. Look at the "Method of the Week" page. What reading is 
underlined on this page? 

2. How many steps for spray buffing are described on this page? 

3. How can you determine how many steps are described on this 
page? 

4. Read the suggested steps for spray buffing. When you finish 
reading describe these steps in your own words without 
looking back at the page. Write the suggested steps. 

5. Now check back at the Sorav Buffing page. Did you leave out 
any of the steps that were described? If so, which ones? 

6. Re-read step #5, 

What warning .is given about the problem of: 

a. heavy squirting? 

b. excess mist? 

Underline the information and then explain in your own 
words , 

7. Look at the steps for spray ouffmg that you described 
before readi ng the "Method of the Week." 

Did you include information that was not included in the 
"Method of the Week"? If so what? 

Did you leave out information 

Do you think the "Method of tne week" should explain spray 
buffing differently to a new, ■> re^perienced employee? 

8. Re-write the "Method of the wee^ as if you were teaching a 
new employee how to dust. 
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Vocabul arv : Circle any words you do not know. CDpy them in your 
notebook and guess at what they mean. Write a meaning for each 
word. 

Then, look the word up in a dictionary. 
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Grady Work Scenarios 

Problem SQlvjng 

Work Scenario #1: The Grady Laundry Inspection 

The Grady laundry department is getting ready for inspection. 
The staff is inspecting equipment, checking all maintenance 
procedures to ensure that their department is well prepared and 
order! y . 

Inspection day has arrived. However, four staff persons are 
absent. One is a patient at Grady. Two could not get to work 
due to inclement weather. One has dislocated her knee while 
jogging. There are still 2,000 sheets to be laundered and 500 
uniforrr.s to sew. What would vou as a laundry supervisor do to 
solve this problem? 

1. Please identify the main problem. 

2. Which employees would you identify to assume responsibility 
to take care of the problem and why? (Be sure to include 
information on assigning tasks and scheduling. Please list 
steps you would take to solve the problem in the order of 
their importance. 
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Role-Plavinq : (to be taped) 

WorK Scenario #2: A Television Interview 

The\food service staff from Grady's main kitchen is going to be 
interviewed for Monica Kaufman's People- to- People television 
show. Sonia Slaton, Annie Monroe, Deborah Arnold and Katherine 
Brown will talk about how their work in food services helps 
Grady's patients get well and stay well. 

Ms. Sonia Slaton and Ms. Kathryn Brown wish to include two people 
from other areas of food service — one who works on <:afeteria #2 
serving line and another who actually distributes pafients' food. 
Monica Kaufman has agreed they can invite two other women to the 
interview. Who else do you as a main kitchen staff choose to 
participate in the interview? Who do you need to invite to 
ensure the television audience gets the whole picture of Grady 
food service? 

Questions: 

1. What is meant by the whole picture of Grady food services? 
Please explain in your own words. Be sure to talk about the 
different roles people play and how one person's work 
relates to the other. Write a paragraph on your 
explanation. 



2. Practice Makes Perfect. 

Think about your television interview. Practice what you 
intend to describe about your work in food services. 



Think about: 

a. your voice tone and level — how do you sound to other 
people? Is your voice too high or too low? 

b. speed — are you talking too fast, too slowly? 

c. Take a deep breath, relax and talk. 
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Housekeeoi no : On the job training for new housekeeping workers 
Work Scenario #3: (Giving step-by-step instructions:) 
Gradv Hospital Housekeeoinq: 

The new housekeeping staff people have arrived. You are 
responsible for their on-the-job training. Please write one memo 
for an of them. Provide a step-by-step description of what they 
must really know and do for dust mopping at Grady. Please be 
sure to talk about, to describe all the information you real 1 v 
know about dust mopping. 



Personnel Quarters (Orientation for Grady's i nternt* ^ <^nal 
students). You are responsible for greeting Grady'-; .rrivirig 
international students. You must orient them, get them 
acquainted with their living quarters, policies and procedures 
for cooking and maintaining their rooms in Armstrong and Piedmont 
halls where they shall reside. Think about what you need to tell 
them and the order you should present this information in. Then 
write down the steps as you describe them in your orientation 
under the topic of Living Quarters. 

Living Quarters: 

a, maintaining your room (list policies and procedures) 



b. linen supplies (How do you get linen? Where do you 
go?) 
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c. cooking (Where can you cook? In what places?) 



d. Specify any more information you think the 
international students should have. 
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ponus - 



K Demonstration. 



You have 
have bee 
area cleSrk 
explai n 
make app 
expl ai n 



been attending the Job Skills Enhancement classes, 
n working hard to pass your QED as well. There are 
jobs and one nursing 



1 . 



All 
sch 



You 
three 

assistant job available. Please 
the in-house employment procedures you must follow to 
lication to advance to this position. Be prepared to 
to your classmates; 



the prerequisites you must meet to become eligible 
Doling, work experience. 



2. 



Wha 
a. 



It the actual duties of an area clerk are. 
What does an area clerk do for in-patients? 
1 ist the duties. 



Please 



b. What does an area clerk do for out patients, please 
list the duties. 



c. Who monitors the area clerk's work, how much are they 
paid? Are there apportuni ties for overtime? 



1 k ^ 
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What other traits do you think an area ^l^-T^J/t^^^l^.fjnrea clerk 
good job. Please write a sentence describing what the area cierK 

should be like regarding: 
attitude: 



behavior: 



appearance 



ha.idwriting: 



telephone skills: 



Gdy-W8/6/89 

161 

ERIC 



c 



SESSION 4/MATERIALS 3 



Qrady Work Vocabulary 

Instructions: 



Please select a grnuo n-p 

Grady Work Vocabulary ?ist ^t?! 'H^'L^ ^"elated words from the 
paragraph usin. the^^^ ^^^Ss^Tw'^fte IJ^:,^^^ « 



!:m) 
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2. Choose five words from this list and write your own 

definitions. Try to recall how you remember these words 
being used in our classwork. 

Discuss these words and the definitions you chose with your 
class partner to verify their meanings as you have written 
them. 

Then look up the definition in your dictionary that matches 
the meaning you gave in your own words. Please use the 
format we worked with in class that follows; 



Grady Work Vocabulary 



Ycur Definition 



P.lgtignary Pefinitlgn. 



1 . 



1 . 



2. 



2. 



3. 



3. 



4. 



4. 



5. 



5. 
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Topic: i nK ini l^m pff Prom WQrK 

«K^w<» Think about what work 
Please look at the topic ^bove. ThinK ao ^^^^ ^^^^^^ ^ 

rearl:n^r.s"°ti;lt To! rout^usr \rue t... do«n 1n Hst 
form. 



Topic- interviewing in the HouseKeeping Department. 

please I00K at . 4 top.c a^-e;,/,^r a^n^ erp^o/erf or 
rost?ior^;n^°h^re".;^pinl"Mr.r; li.t of these words. 



AMA/c:/GWV-16 
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^2. description 

43. diagram - 

44. corridor 
^6. disposable 

46. inclement weather 
^ 4S P^^r^'"^''^ P'an 

au?te/^^^^^-"<=- Program(EAP) 
50. anniversary 
5'- accident 

52. sanitary 

53. supervisor 

54. area clerk 

55. medical records 
manager 

57. personnel 

58. schedule 

60.- co^'e^a^r^^"' 

Hwuig^tric emergency car** z'^- » 
. . 63. services rendered ^^^^^ 
vital signs 
05. team leader 

66. job objective 

67. current rate 

69* fr^*^^^ increase 
69. smoking cessation 

account 
ll- withdrawal 
72. deposit ticket 

74* n^r''^^^ confidential 
permission 

75. laundry 

76. vacuumed 
^7. grievance 

;!• disciplinary 

79. abated 

80. currency 

admissions 
82. pharmacy 

f3. attendance bonus 

as :?''^f^v'^ce education 

|5. standards of conduct 

|6. security escort service 

87. prescriptions ^ 

oo. orderly 

^9. Inspection 



c: words \ 
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Since I've been employed at Grady Hospital, I've ^een, 
heard, and learned a lot. My hardest protalein was c^^ttinq 
the job. I was literally dragged to Personnel by male 
friend- He knew I was afraid af change, sa he talked to me. 
He told me I needed to make an adjustment with my way of 
thinkinq- He ^aid, **You can da it. Besides, think of the 
benefits: paid vacations, holidays, goad insurance coverage 
for you and your kids. YauM 1 be paid bi-^-weekly and get 
accumulated sick time. In case of accident you could also 
join the Credit Union. When he said that, he added, "I 
don't know what you're afraid of , You're a lot smarter 
than you think. So I waited it out, and said, "OK, QK, 
I'll try, " 

We went into the Personnel office, filled out an 
application, then left. He told me to keep my application 
updated. So, v^hat I did, I kept calling and going down 
there until I talked to Mrs, Knight, the Personnel Director. 
She set up an interview with the manager in Food Service- I 
was shacked to see that the manager in Food Service was 
young and pretty ^ I thought she would be an elderly lady. 
She greeted me, and briefly discussed policies, procedures, 
restrictions, breaks, and evaluations. Then she let me know 
what my job description was. Afterwards sne gave me a 
hospital policy manual and a schedule so that I would know 
which shift I was to work and the days I would be off. I 
asked her how long I would have to be on t.ie job before my 
benefits would be effective. 

She stated, '* I really can't say, knowing you will be 
working under the condition that you're only supposed to be 
here temporarily, just taking a lady's place until she comes 
back from maternity leave.*' I asked, ^'Why did you give me 
so much information?" She said, "That was just in case you 
make good in 90 days. Then we'll see if we can still use 
you. " 

Those next few months I worked harder than ever, trying 
to make good. I tried to learn as much as I could about 
menus, the right eguipment to use for portion sizes, do^ng 
and learning everything I thought mattered. I made it, but 
now I'm trying to transfer out. You can't advance without 
some type of in-service education, or using some friend's 
authority as admission to another department. 

By RenBa Bentley, June 28, 19B9: essay using Grady Work 
Vocabulary List. 
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Comprehension Questions - Renea Sentley 



Essay 

1. What was the hardest problem Ms. Bentley encountered at 
Grady? 

2. Why was it hard? What did she first have to do to solve 
this problerr? 

3. What are all the things she did to get her job at Grady? 
What order did she do them in? 

4. What did Ms. Bentley do to change her .-"ob status from 
temporary to permanent? Did her strategy pay off? 

5. What is she currently hoping to achieve? Why would this be 
important? 

6. What would you use as a title for this essay? 
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For use in class Tuesday, August 1, 1989. Have the class and 
instructors read this together. Encourage discussion about the 
questions "For class discussion." Writing assignment: 



She turned 16 on April 5. By April 6 she had gotten her 
driver's license and found the mall and music stores. "I need a 
bigger allowance," our daughter announced. 

"You mean. Amy, you need more money to spend," I replied. 
"How about doing some more baby sitting?" 

"NO WAY, Mom I I'm going to get a real job! My friends all 
work at the mall, and I will too." 

We warned her about working too many hours, letting her grades 
slip down, and walking through the mall parking lot at night. But 
within days Amy had gotten a job application from J.C. Penney 's, 
at the mall. As the day for her job interview drew closer, she 
became more and more nervous. "Why are you making me go through 
all this?" she whined. "You could just raise my allowance!" Amy's 
grandmother, who had become an orphan by the time she was 16 and 
had worked all through the Depression, jumped on Amy's remark: 

"Amy I 1 can't believe you would ask your parents for more 
money when you are perfectly capable of working! Don't you have 
any pride?" 

Pride was not the emotion which Amy was feeling at that 
moment, she was just plain scared, I decided, and, as is my habit, 
I tried to get her to talk about her feelings so that she could 
manage them. "You're nervous about meeting the Personnel Manager, 
aren't you?" I asked. 

"I'm afraid I'll say something stupid! I He won't like me! 
My nose is too big! My hair looks terrible! How come I'm the only 
one in our family with a big nose?" And finally, as we waited in 
the office of the Personnel Manager, "If I don't get this job, I'll 
kill myself!" 

•I felt my heart flutter with fear that Amy would even THINK 
about killing herself. Before I could speak to her. Grandma 
stepped in again with cold common sense: 

"Amy! You have no right to worry your mother with that kind 
of talk! Pull yourself together and act like a lady!" 

Amy responded by sighing, brushing her hair, and then 
reisairing her makeup. The personnel Manager appeared and took her 
into his office. After a very short time, about 5 minutes, Amy 
returned to the waiting room. She struggled to hold back tears as 
she reported to her Grandma and me: "I didn't get the job. All 
the jobs have already been filled!" 



For class discussion: What do you think happened next? What did 
Amy's mom say? What did her grandmother say? How do you know? 
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Writing assignments Think about these ideas: where do you see 
yourself in this story? Which character are you? Have you ever- 
been in Amy's shoes? How did you manage your disappointment? Vou 
may want to answer these questions in your paper. WRITE A PAPER 
(at least 4 paragraphs) on how you feel and what you do when you 
don't get what you want. 



JH/gs/ a : Ama/ Amy/ 7/ 2 7/ 8 9 
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Comprehension exercise. Read the passage; answer the questions; 
which follow. 

Take wet sheets from the cart. Shake out; hang on poles. Carry 
sheets to the iron. They come out on the other side, ironed. 
Two ladies make the first fold; one lady makes the second fold 
and stacks the sheets in piles. Checker recounts the sheets. 
They are taken to the hospital. 

(By Laverne Richardson 6/20/89) . 



1. According to this paragraph, the third thing that happens lo 
the sheets is: 

a. They are hung on poles. 

b. They come out on the other side, ironed. 

c. They are carried to the iron. 

d. They are taken to the hospital. 



2. Underline the clues which you used to answer question 1. 

3. The best title for this article is: 

a. The Job of a Checker. 

b. Working in the Grady Laundry. 

c. Ironing and Folding Sheets. 

d. Delivering Sheets to the Hospital. 



BEST copy AVAILABLE 



t 
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INTER-OFFICE COMMUNICAYION 
The Fulton-DeKalb Hospital Authority 
Atlanta, Georgia 30335-3801 



TOt ALL EMPLOYEES .September , 1 983 

FROMs EMPLOYEE HEALTH CLINIC 
Smoking Cessation 

EXT I 5-4601 
BOXs 26178 



Smoking Cessation classes have been approved for Grady Meisu>rial 
Hospital En^loyees. There will be twelve (12) classes offered 
consisting of 14 sessions each. (Each session 30 minutes )- 

Beginning 
October 3, 1988 



October 24, 1988 



November 21, 1988 



6s30 


a.m« 




7s00 


a.m. 


9s00 


a.m. 




9s30 


a.m. 


IsOO 


p.m. 




Is 30 


p.m. 


3:00 


p.m. 




3:30 


p.m. 


6t30 


a.m. 




7s00 


a.m. 


9x00 


a .m. 




9s30 


a.m. 


ItOO 


p.m. 




ls30 


p.m. 


3 J 00 


p.m. 




3s3D 


p.m. 


6s30 


a.m. 




7s00 


a.m. 


9s00 


a.m. 




9s30 


a.m. 


IsOO 


p.m. 




1x30 


p.m. 


3s00 


p.m. 




3s30 


p.m. 



The fee for the above classes will be $19.00 payable the 1st 
day of class. If the employee remains smoke free for 6 months 
the 19.00 will be refunded. 



If you are interested in these classes please detach and send 
to the EMPLOYEE HEALTH CLINIC 

NAME DEPT . 



EXTENSION 

BEGINNING DATE OF CLASS 



TIME OF CLASS 
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D1 rectlons : Read the attached memo " Inter-Off ice 
Communication" and answer the questions, basing your answers on 
this memo. 

When several answers are given, choose one only. Please circle 
the letter in front of the answer you cnoose. 

1. This memo is written to: 

A. Part-time employees only 
8. Laundry and housekeeping employees only 
• C. All Grady employees 
D. Employees in the health climd 

f ' 

2. Circle the words on the memo which helped you answer 
question 1 . 



3. Look at Re: on the memo. 
What does Ss mean? 



What is this memo about? 



4. Circle the words on the memo which helped you answer 
question 3. 



5. What, does smoki ng cessation mean? 



6. Read the entire memo. If you take tnese classes what wi II 
you learn to do? 



7. How much must you pay to take these classes? 



2i)0 
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8. Is there any way to get your money back after taking these 
classes? . 



How? 



9. If you enroll in these classes^ how many sessions would you 
be expected to attend? r 



10. Underline the words in the memo which help you answer 
question $9, 

11. How long will each class session last? 



12. Underline the words in the memo which help you answer 
question #11, 

13. Some information on this memo is confusing and is not 
clearly written. What questions do vou have about this 
information? List your questions. 



o 
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14. To whom would you ask these questions? 



15. Who would you call if you wanted more information about 
these classes? . 
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INTER^QFFICE COMMUNICATION 

The Fulton-DoKalb Hospital Authority 
Atlanta, Georgia 30335-3801 

TO: An Employees August 21. 1988 

Pate 

FROM: Employee Health Clinic 
RE: Smoking Cessation 

EXT: 5-4601 
BOX: 26178 



Smoking Cessation classes have been approved for Grady 
Memorial Hospital Employees. There will be twelve (12) 
classes offered consisting of 14 sessions each. (Each 
session 30 minutes). 

Instructions: Look at the first part of the memo on Smoking 

Cessation. Think about the word cessation . What 
does it mean? 

Write down another word for cessation: 

Instructions: took at the second part of this memo on Grady Job 

Skills Enhancement Classes: 

Sianlpfl Up Fgr 

"You may continue to attend the class which you have been 
attending or you may switch to a di f f erent session." 

Instructions: Look at the words underl i ned above. Now look at 

the same sentence without the underlined words. 
Please substitute new words that have the same or 
nearly the same meaning, 

"You may to attend the class. Which 

you have been attending or you may to 

session. 

What clues did you use to find the meanings of 
these words? List them here and prepare to 
discuss them with the class. 
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INTER OFFICE COMMUNICATION 

The Fulton DaKalb Hospital Authority 
ATLANTA. GEORGIA 

TOj Laundry Employees "^x^ 
FROM: Mr. C.B. Williams, ^Laundry Manager ^ 
Rfc Change in Laundry Call-in Policy 
EXT: 5-379 3 



Employees are expected to call in to report their anti- 
cipated absence in advance of one hour before the shift 
begins. For example, if your shift begins at 7:30am and 
you will be late or absent due to sickness, you should 
report in by 6:30am. 

You have a number of options in calling, but the primary 
number will be at 589-3367. Mr. Gerald Revis, night 
supervisor should be at this number. The other numbers 
are ; 

Mrs. Woodard: 691-8^+02 

Mr. Davis : 69 1- 572 2or69 1-06 18 

Mr. Williams: 699-021+H 

Mr. Arrendale 9 81-727 9 

The fact that an employee has called in ill does not auto- 
matically indicate that the absence is authorized or that 
the sick leave will be paid. (This same policy applies 
when an employee expects to be late for work.) 
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Read the attached memo "Inter-Office Commum cation" and answer 
the questions, basing your answers on this memo. 

When several alternative answers are given, choose one only. 
Please circle the letter in front of the answer you choose. 

1. This memo is written to: 

a. All Grady employees 

b. Laundry and Housekeeping Employees 

c. Laundry Employees ^ 

d. Part-time employees only ' j 

, ? • 

2. Circle the words on the memo which helped you answer 
question 1 , ^ 

3. Look at Re: What does it mean? What does this memo regard 
or, what is it about? 

4. Circle the words on the memo which helped you answer 
question 3. 

5. According to this memo, the first person a laundry employee 
should try to call if he or she is going to be absent is: 

a. Mrs. Woodard at 691-8402 

b. Mr. Davis at 691-5722 

c. Mr. Gerald Revis at 589-3367 

d. Mr. Williams at 699-0244 

6. Underline the information in the memo that helped you to 
answer qu«>stion 5. 

7. If an employee calls in sick or late, sick leave will 
automatically be paid. 

a. true 

b. false 

8. When are employees expected to call in their anticipated 
absence? 

a. at any time before the beginning of their shift 

b. exactly one hour before the beginning of their shift 

c. before one hour before the beginning of their shift 

d. by 6:30 a.m. 

9. In the space that follows, write the words from the memo 
that helped you answer question 8: 



177 205 



SESSION 5/MATERIALS 6A 



Qrady Memorial Hospital 
80 Butler Street 
Atlanta, Georgia 30335-3801 



TO: 



Mr. Marvin Arrington, President 
Atlanta City Council 



FROM: 



Annie R. Williams, Housekeeper Grady Hospital 



DEPT: 



Housekeeping 



RE: 



More Money For Grady Housekeeping Staff 



EXT: 



589-4065, 4068 



Box: 



26024 



DATE: 



8/15/89 



I, Mrs. Annie Williams, am writing to you because Qrady 
housekeeping staff need more money. If it wasn't for people like 
me and the laundry and kitchen people Grady couldn't run. 

We do an of the work and we are put down. We are not getting 
the money we need so we can make a way for our families. If the 
housekeeping staff and the laundry and kitchen staff decided to 
walk out the hospital could not run. 

When you are seated in your next board meeting to correct these 
things please think of the little people at Grady Hospital. 

I would like to hear from you. 

Thank you. 



cc: Maynard Jackson 

100 Peachtree St., N.W. Suite 2300 
Atlanta, Georgia 30303 

Michael Lomax, Chairperson 
Fulton County Commissioner's Office 
141 Pryor Street, S.W. 
Atlanta, Georgia 30303 '>nf' 
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Read! nq Caret u i 1 y 
Memo 

1. Who was tms memo written to? 



What was this memo about? 



3. Were directions qiven in this memo? 

4. What were the directions given in this memo? 



5, What questions do vou have that were not answered in this 
memo? List these questions. 



Aug-- 1 6 
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Inter-Office Communication 
The Fulton-DeKalb Hospital Authority 
Atlantat Georgia 30335-3801 



TO: 



Mrs, Genell Philips 



FROM: 



Annie Lawson 



RE: 



Registration For The G.E.D. Exam. 



EXT: 



5-4601 



BOX: 



- 26178 



DATE: 



8-22-89 



Mrs. Philip when you go to register for the G.E.O. Exam make 
sure you ajrk them to help you with filling out your form. 

They want you to register a day before you go for the exam 
because it takes a little time to prepare. Ask them to show you 
how to bubble in your name on the form. 

When you take the exam try to answer as many questions as 
you can because each answer is a point. If you don't know the 
answer take guesses. 

They pick the title for the Essay. My title was "The 
Pressures of Society" and what >*ri4r some of the pressures in my 
life were. I wrote about trying to got the G.E.D. and how I 
wanted to further my education in order to get a better job and 
make a better sa'!ary. 



2 03 



180 



SESSION 5/MATERIALS 6D 



Memo 

Who was this memo written to? 



What was this memo about? 



were directions ^iven in this memo? 

What were the directions given in this memo? 



What questions do you have that were aQi answered in this 
memo? List these questions. ' 



181 



SESSION 5/MATERIALS 6D 



1. What is the very first thing Mrs. Lawson instructs Mrs. 
Phillips to do when she goes to rev^ister for the GED? 

2. What is the specific requirement that they want you to 
fulfill in the registration process? 

3. What is meant by "bubble in your name on the form"? 

4. What specific advice does Mrs. lawson give about answering 
questions? 

5. Explain below in your own words about the process involved 
in writing your essay for the GED. 
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Name : 
Class 
Date: 



(Use for homework Tues., Aug. 15... bring to class and go over 
Wed. , Aug. 16 ) 

Read the attached mmno (third page) and answer the questions on 
this page and page 2* tMlslrni yoim answers on the memo. When two 
or more choice* mrm 9lv«n aa mrmmerm, choose one answer only. 
Circle the lattar in frcmt of the answers whi ch you are choosing. 

1. The subject of thia memo is ' - 



Write your ansMar in the blank). --^ 

2, Circle the words on the memo which helped you answer 
question 1 . 

3. This memo is written to 



4, How many separate sessions of classes are being offered? 

a. one 

b. two 

c. three 

d. four 

6. On what days are most of the class sessions being offered? 

a. Mondays and Wednesdays 

b. Tuesdays and Wednesdays 

c. Tuesdays and Thursdays 

d. Wednesday and Thursdays 

d. If you choose to attend class at 8:30 a.m., you must come on 
what days? 

a. Tuesdays and Wednesdays 

b. Tuesdays and Thursdays 

c. Wednesdays and Thursdays 

7. If a person wishes to begin attending now, she or he should 
do the f o 11 OW1 ng : 

a. Just come to class during one of the scheduled 
sessions. 

b. Call the Center for the Study of Adult Literacy and 
sign up. 

c. Check with supervisor to get released trom work during 
class time and then begin attending class. 

d. Check with supervisor to get released from work during 
class time and call the instructor, Ms. Ama Saran. 
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Questions - Page 2 

8. Circle the information on the memo which helped you answer 
question 7. 

9. When the instructor, Ms, Saran, is ill, there will be no 
classes. 

a. true 

b. false 

10. Circle the information on the memo which helped you answer 
question 10. ■ ^ ' 

11. If you have any questions about the time of class, teacher 
absence, or any other part of class, what telephone number 
should you call? Write the seven-digit number in this 
space: . 

12. HOW many major topics are mentioned in this memo? 

a. one 

b. two 

c. three 

d. four 

13. Write the major topics of the memo in the space which 
follows: 



14. How did you recognize the major topics? Explain how you 
recognized them, In the space that follows: 
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TO: Members of the Grady Job SKills Enhancement classes 

FROM: Center for the Study of Adult Literacy at Georgia State 
University 

RE: Classes remaining in the program 

EXT: 651-2405 
DATE: 8-15-89 

Time of classes ; ' 

From August 15 until Sept, 30, 1989, classes will continue to be 
offered every week at the usual times in Room 207, Piedmont Hall: 

Tuesdays and Wednesdays from 10:30 a.m. to 12 noon. 
Tuesdays and Wednesdays from 1:30 p.m. until 3 p.m. 
Tuesdays and Wednesdays from 3 p.m. until 4:30 p.m. 
Wednesdays and Thursdays from 8:30 a.m. until 10 a.m. 

Signing up for class 

You may continue to attend the class which you have been 
attending, or you may switch to a different session. If you 
choose to switch, have your supervisor approve the switch and 
inform the instructor, Ms. Ama Saran. If you know someone who 
wishes to begin attending, it is not too late to begin. New 
class members need to check with their supervisors so that they 
can be released from work during class time. They should begin 
attending class as soon as they have been approved by their 
supervisor. 

Absence of teacher 

We want you to know that classes will be held on schedule even 
when the instructor, Ms. Ama Saran, is absent. One of the tutors 
will lead the class on those days. If you have any duestions 
about the time of class, teacher absence, or any other part of 
class, please call the Center for the Study of Adult Literacy at 
the number given above. 



Aug. 1 5/c: 
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NEEDLE DISPOSAL POLICI 



Fiirpoee: To estahliah a procedure that will outline the appropriate steps 
to taks for tha disposal of needle aontainers* 

PToaedures: Step hy Step 

A* Sealing the Cpenins on the Needle Container 

Step t - Check all needle oantainers in your assigned work area on a daily 
basie. 



Step 2 - On each needle container you will see lettering that Ml state, 
yp Not Fill Above This Leoel, " Thia statement is located on the 
front side of the needle aontaineTj approximately 2 inches from 
the top. Ifhen checking the needle containers, you will see an 
opening on the top right hand ^aidff. ^ determine when the needle 
container is filled to the Cappropriat^ levels you wilt look inside 
the opening, thm look on the front of the needle container to lo-^ 
cats the statement, ' 'Do Not Pitt Above This Level, " Uhen you see 
that the contents inside the needle contains has reached tliis 
levels it is time to seal the opening. 

Step 3 - To seal the opening on the top right hand side of the needle con^ 
tainer, you will take the following steps to safely acocmplish this 
task: 

a. On the top left hcmd side of the needle container you will see 
a red cap, Tou will remove this cap and proceed to the next 
step* 

b. To seal the opening, there are four slots located around the 
opening. ThM red cap has four extenticns that fit into these 
slots. Take thjs red cap and align the extentions to fit in+o 
the four slots and press th^ top into these slots. 

The needle container is sealed and ready for(Sia^Sai7 
Disposal of Sealed Needle Container 

Step I - Once the needle container opening has been sealed," the next step 
is to remove the security took. 

Step 2 - Once the security lock has been removed^ remove the sealed needle 
container from the brackets and carry to the nearest bio^hasardous 
barrel for disposal, 

t 

C, Replacing Needle Containers 

Step 1 - A new needle container' is composed of two parts. There is a top 
mid bottom piece. Before you place a new needle container into 
t}w wall brackets, the top piece must be placed on the bottm 
pxece. In order to accomplish this task, the bottom piece, with 
the yellow lettering facing you^ should be placed on a horizonal 
surface. The top piece will be placed on the bottom piece, with 
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Page 2 

the opening on the right hcmd side* There are eight slots on 
tJie tcp piece aruS eight extentians on the hot tan piece. The 
top piece slots must be aligned with the bottom extentims. 
When this is accompliakedt press fimly on all sides to secure 
the top to the bottom* 

Step 2 - Once the top has'heen secured to the bottan^ place the needle 
container in the wall brackets, making sure that the yellow 
lettering is facing you* 

Step 3 - Secure the needle container by placing tJw security lock into 
the wall bracket and locking tJte security lock. 



* Cver-Filled or Jmproperlu Hlled Needle Disposat Containers 

Should an employee encounter a needle container that is ever-filled or improperly 
filled, the employee is to contact their immediate supervisor or in their absence, 
the shift manager. 

Under no circumstmuies should, the emplouee try to seal the opening on tlie needle 
container when it is over-filled or improperly filled . 

It will he the responsibility of the imnedi^xte supervisor or the shift manager 
to seal the opening on the needle container should this situation occur* 

To reyeatt under no circumstances should an employee try to seal the opening on 
the needle container when it is over-fitled or improperly filled. 
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work scenario #li HaLn4ya9ftipg 

Mr. Moss, Mrs. Lawson and Mrs, Phillips are on the same 
housekeeping team. They have been assigned to both the intensive 
care units and the newborn nurseries for the week. Because they 
have more experience they must first provide on-the-job-training 
for new employees, Sonia and Anthony, who will join them on the 
housekeeping team. 

I, Role play instructing the new employees in handwashing using 
these questions. 

a. What is the first thing you would tell them that is the 
single most important means of spreading infection? 

b. Do the new employees really need to wash their hands 
when they are wearing gloves? When should they wash 
their hands iZ they need to even with gloves? 

c. If the new employees must touch first one patient then 
go and work with another patient they must touch, what 
precautions should they take? 

d. In intensive care units what extra special precautions 
should be taken? 

e. Where in the text did you find the answer to these 
questions. Locate the information and draw a circle 
around it. 

f . Is there additional information that you know that was 
not included in the information on Handwashing? 
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Precautions »2 8 Masks 

In general, masks are recommended to prevent transmission of 
infectious agents through the air. Masks protect the wearer from 
inhaling large particle droplets transmitted by close contact and 
small particle aerosols droplets such as tuberculosis that remain 
suspended in the air and thus travel longer distances. 

Masks might also prevent transmission of some infections that are 
spread by direct contact with mucous membranes, because masks may 
discourage personnel from touching the mucous membranes of their 
eyes, nose and mouth until after they have washed their hands and 
removed the mask. 

Jf the infection is transmitted by large-particle (droplets) as 
in the common cold masks are recommended only for those close to 
the patient, if the infection is transmitted over longer 
distances by air, masks are recommended for all persons entering 
the room. Masks should be used only once because they become 
ineffective when moist and discarded in an appropriate 
receptacle . Masks should not be lowered around the neck and 
reused. All masks should cover both the nose and mouth. 

Work Scenario »2; Masks 

Ms. Amanda Flemming, Ms. Lottie Manson, Mrs. Laverne Richardson, 
Mrs. Patricia Freeman, and Mrs. Barbara Martin all work in the 
Grady laundry. They have been asked by the Laundry manager, Mr. 
Caesar Williams, to design a staff presentation on taking 
precautions in the laundry — wearing masks. 

Please look at the information on masks and the words underlined 
in the text. Use the rest of the sentence to determine the 
meaning of the words. If you can not determine the. meanings this 
way use your dictionary. 

Use the questions below to design your staff training program. 
These will be the questions perso' U will atik about most 
frequently. 

1. What is the purpose of wearing a mask? Do they really 

protect you? What do they protect you from? Please refer 
to the information on masks. Where in this text did you 
find your answer? Please circle the answer that you found. 
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2. What is a mucous membrane? Where are they located? How do 
they spread infections? Please refer to the information on 
masks, where in this text did you find your answer? Please 
circle the answer that you found. 



3 . What must you do before you touch the mucous membranes of 
your eyes, nose and mouth? Please refer to the information 
on masks. Where in this text did you find your answer? 
Please circle the answer that you found. 



4. When a patient or an employee has a cold, when should masks 
be worn? Under what circumstances should all personnel 
wear masks? Please refer to the information on masks. 
Where in this text did you find your answer? Please circle 
the answer that you found. 



5. How often can you use the same mask? Why? What happens 

when they become moist? Please refer to the information on 
masks. Where in this text did you find your answer? Please 
circle the answer that you found. 



6. What is meant by discard the mask in the appropriate 
receptacle? Please refer to the information on masks. 
Where in this text did you find your answer? Please circle 
the answer that you found. 
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7, Should a mask cover only the mouth? Please refer to the 

information on masks. Where in this text did you find your 
answer? Please circle the answer that you found. 



2!H 

191 



SESSION 6/MATERIALS 4 



Precautions #3; Gowns 

In general, gowns are recommended to prevent soiling of clothing 
when taking care of patients. Gowns are not necessary for most 
patient care because such soiling is not likely . However, gowns 
are indicated when taking care of patients on isolation 
precautions if clothes are likely to be soiled with infective 
secretions . or excretions. 

Use gowns when changing the bed of a patient who has infectious 
diarrhea or when holding an infant who has a respiration 
infection. Gowns should be used for all persons entering the 
room of patients that' can cause serious illness if transmitted in 
a hospital like chicken pox. 

Gowns should only be worn once and then discarded in an 
appropriate receptacle. Clean, freshly laundered, or disposable 
gowns may be worn in most circumstances . With extensive burns or 
extensive wounds, sterile gowns may be worn when changing 
dressings. 

#3; Reading Carefully — Govns 

1. In general, why are gowns recommended? Please locate in the 
information on gowns where you found your answer. Put a 
circle around your answer. 



2. What is meant by the phrase, 
locate in the information on 
answer. Put a circle around 



"soiling is 'not likely? Please 
gowns where you found your 
your answer. 



3. What is meant by "isolation precautions, infective 

secretions? Please locate in the information on gowns where 
you found your answer. Put a circle around your answer. 
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4. Name two circumstances in which you must use gowns. Please 
locate in the information on gowns where you found your 
answer. Put a circle around your answer. 



5. Give the name of an infection that if spread in a hospital 

can cause serious illness. Please locate in the information 

on gowns where you found your answer. Put a circle around 
your answer. 



6. How often can you wear the same gown? How must it be 

disposed of? Please locate in the information on gowns 
where you found your answer. Put a circle around your 
answer. 



7. In what circumstances do you use a sterile gown? What is 

sterile? Where can you find its definition? Please locate 
in the information on gowns where you found your answer. 
Put a circle around your answer. 
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Universal P recautions Part II 

Part I: Gloves 

In general, there are 3 distinct reasons for wearing gloves. 
First, gloves reduce the possibility that personnel will become 
infected with xnicro-organisms that are infecting patients. Second, 
sterile gloves reduce the likelihood that personnel wil.^, transmit 
their own germs to patients when they perforin operations or touch 
the pat lent* 5 open surgical wounds* Thirds gloves reduce the 
possibility that personnel will become infected with micro- 
organisms that can be transmitted to other patients. Under most 
conditions such infection can be el iminated by handwashing* 

For many diseases or conditions listed in this guideline, wearing 
gloves is indicated for touching the excretions, secretions, blood 
or body fluids that are listed as i nfective material. Gloves may 
not be needed if you do not touch infective materials with hands. 

Disposable single-use gloves should be worn. They must be sterile 
or no n-s t erile , depending on the purpose for use. Discard used 
gloves into an approp riate receptacle. After you have direct 
contact with a patients excretions or secretions gloves should be 
changed if you are not through caring for the patient. 
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Precautio n #2; Baaqina of Artiolas 

Used articles may need to be enclosed in a sturdy bag before they 
are removed from the room of a patient on isolation precautions. 
Bagging the patient's articles like this is intended to prevent 
accidental exposure of personnel to contaminated articles and 
prevent contamination of the environment . articles do not 

need to be bagged unless they are contaminated (or likely to be 
contaminated) with infective material. 

A single bag is probably adequate if the bag is sturdy and not 
easily penetrated and if the article can be placed in the bag 
without contaminating the outside of the bag; other wise double- 
bagaina should be used. Bags should be a particular color 
designated solely for contaminated articles or infectio us wastes. 
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September 12, 13, 1989 ^.^^ 
Qui^ #3: oraay. Universal Precautxons. 

Articles 

instrustifiUS 

^^^^"^^^^^^"^^ n.. 21 Bagging of Articles very 
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rtioves"^ State them 

2 What are the three reasons for vearxng gloves. 

^* below 4a_irgur_own^^^ 



1. 



2. 



3. 



^ nf the three reasons you found 

Please put a circle around each of the thr 

^""^ ^^""^^ carefully. Please give your 

- ^TAj^^oTom.^^^^^^ - ^^^^ 

in the sentence or phrase. 

+.hree distins^ reasons for wearing 
a. in general there are three disrisi^ 

gloves. 
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Distinct as it is us 3d in this sentence means: 



b. Gloves reduce the possibility that personnel will become 
infected. 

What does reduce mean as it is used here? 



c. That is why sterile clean and specially packaged gloves 
are used. 

Underline the part that says what sterile means. 

Please draw a circle around the part of the text that 
helps you figure out what sterile means. 

d. Gloves reduce the possibility that personnel will become 
infected or contaminated with a disease producing 
substance . 

Underline the part that says what infected means. 

e. Such infection can be eliminated , gotten rid of, by 
handwashing . 

What is the meaning of the word eliminate d? 



Please underline the part of the sentence that says what 
Q3.iminated means. 
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4. Please locate the second paragraph. Read it carefully . Now, 
please answer the following questions: 

a. According to the information you read, draw a circle 
around the part of the text that helps you figure out a 
good reason for wearing gloves. 

Please mark in text where you found times where you do 
not need to wear gloves. 

5. Look at the third paragraph. 

a. Define in your own words Dispos able sinqle~use gloves . 



b. Define in your own words non-sterile . 



c. . Please put two lines under section of text that helped 
you understand what discard means. 



Sept-8 
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Please use your own words and rewrite the following sentences: 

1. Mr. Moss must use disposable single use gloves in the burn 
unit at Grady. 



2. Mr. Brooks taught us that it is not safe to handle the babies 
in the critical care unit with non-stick gloves. 



Homework: Universal Precautions. 

Please write a short essay on one of these precautions: 

1. gowns 4. bagging article 

2. masks 5. gloves 

3 . handwashing 

Be sure to talk about the following things in your essay: 

1. Why this precaution is so important. 

2. What impact it has on patient care. 

a. What happens when you use this precaution. 

b. What happens when you don't use it, 

3. Different situations requiring this precaution. 

NOTE: You don't have to answer these questions in the order 
they are written as you develop your essay. 
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Check-up #3t 



1. What is the title of the second article? Please write your 
answer below in a complete sentence. Be sure to watch your 
capitalization of words and your punctuation. 



2. What is the major reason for bagging a patient's personal 
articles? Please write your answer below in a complete 
sentence . 



Please put a circle around the sentence that tells you what the 
main reason is. 
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3. Used articles may need to be enclosed in a sturdy bag before 
they are removed from the room of a patient on isolation 
precautions. Please paraphrase this. Use your own words and 
rewrite this sentence. 



4. Bagging the patient's articles like this is intended to prevent 
accidental exposure of personnel to contaminated articles and 
prevent contamination of the environment. 



Please paraphrase this. Use your own words and rewrite this 
sentence. 
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Please look at the second paragraph. Give your definitions of 
the following vocabulary words as they are used in each sentence 
or phrase. 



a) A single bag is probably adequate. 

What does adecpiate mean as it is used in this sentence? 
Please answer in a complete sentence. 



b) If the bag is sturdy and not easily penetrated 

What does sturdy mean as it is used in the phrase? 
Answer below in a complete sentence: 



c) otherwise double-baaaina should be used 

What does the term double-bagging mean as it is used? 
Please answer below in a complete sentence: 
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SESSION 6/MATERIALS 6 



Bags should be a particular color designated solely for 
contaminated articles or infectious wastes. 
What does the term designated solely mean as used in this 
sentence? Answer below in a complT' e sentence: 



) What does infectious wastes mean as used in this 
sentence? Answer below in a complete sentence: 
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STANDARDS 
OF CONDUCT 



It is absolutely essentia^ that have a dearly defmed set of Staodards of Conduct 
which can be understood by both supervisors and employees. This gives everyone 
security against favoritism and discriminatory treatment. If each of us knows 
the standards of conduct required, there is more likelihood of uniformity of 
action. Of course, the mere publication of a set of standards of conduct is only 
the first step. Laxity in enforcement of the standards of conduct can undermine ^ 
a supervisor's authority and l^d to a breakdovra in our program. The Standards 
of Conduct which follow were adopted after much study by employees* and ^ 
discii^ons with employees' representatives. ^ 

The consequences for violation of any of these Standards of Conduct will o 
depend upon the severity of the offers. Certain types of misconduct will normally ^ 
result in discharge, even if you have not been disdplined previously. The hospitals - 
consider Standards of Conduct 1 through 11 a to be examples of such offenses, p 
Other types of misconduct demand less severe penalti^. TTic hospitals consider > 
Standards of Conduct ^^os- lib through 34 to be examples of these offenses. 

You will normally be discharged for a violation of Standards cf Conduct Nos, ^ 
lib through 34, if you have previously received disciplinary action for a "third ^ 
offcn»** within the last 6 months* 53 

The primary purpose of our system of progressive discipline for violation ^ 
of Standards of Conduct Nos. lib through 34 is to give each employee a chance 
to improve. Certainly, we do not want to hamper anyone's rehabilitation. We 
hope that if you receive a reprimand, you will respond favorably to our system ^ 
of progressive discipline. 




Disdpttnary Procedures 

The following disciplinary actions are provided: 

L Verbai Warning — This procedure is normally used in cases of infractions 
which are less serious than the types of misconduct covered in the written 
Standards of Conduct Verbal warnings shall not become a part of your offirjal 
personnel Hie and shall not be considered as being official disciplinary action. 

Z IVritten Reprimands and Disciplinary Suspensions ~ This procedure is 
normally used for violation of Standards of Conduct Nos. 10b through 34 
on the following schedule: 

(a) First offeaise — written reprimand 

(b) Second offense — written reprimand, with or without a disciplinary 
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si^pensioQ without i^y not to txa^ 2 of your scheduled working days^ 
at the sole d^cmiou of your supervisor. 

(c) Third offense — writ^ reprimand and automatic discxpUoary suspension 
<tf 5 of your scheduled woiidng days without pay. 

This procedure applies not only to repeatt^ violations of the same Standard 
of Conduct, but to violations of any of the Standards of Conduct within 
six months of each offense* You are not permitted to work in any position 
at Grndy or Hughes Spalding Medkal Center whHe on disd{dinary suspension. 
(The above schedule of progressive discipline will not apply if the last 
disciplinary action against you occurred more than 6 months prior to the 
current offense. If no official disciplinary action is taken against you for 
a period of 6 months, all previous formal disciplinary action against you 
will be con^dered void for the purpose of admintstering progressive disdpUne.) 

3. Discharge — This proc^urc is normally used for 

(a) Violationof Standards of Conduct Nos. 1 through 10a, even though 
you may not have been reprimanded previously (Where extenuating 
circumstances ex^ your supervisor may either issue a written rq)rimand 
or impose a disciplinary suspension without pay for a violation of Standards 
of Conduct Nos. 1 through 10a if you do not have a current reprimand 
on file.); 

(b) Violation of Standards of Conduct Nos. 10b through 34 if you have 
previously received disciplinary action for a **third offense'* within 
the last 6 months. 

Supervisors are expected to consult with their department head before 
discharging any employee. If your supervisor and/or department head feel 
that they do not have the necessary facts, you may be ^^suspended pending 
investi^tion** as outlined below. 

Suspenstont Pemibig invMtigation 

If you have engaged in misconduct which appears to warrant discharge, your 
supervisor or department bead may choose to suspend you pending investigation^ 
rather than immediately discharge you. The purpose of such a suspension is 
to permit supervisors more time to investigate closely all of the facts Involved 
in the case before making a Hnal decision. Suspensions pending investigation 
should not be imposed, except in cases where it appears that discbarge is likely. 

In any case where you are suspended pending investigation, you will be told 
the rrason for the suspension, given an opportunity to state fully your position, 
and told that you wiH be contad^ as soon as the investigation is completed 

You will not be left on suspension any longer than is necessary to complete 
an inv^tigation. In no case shall this exceed 5 of your scheduled working days, 
except where a longer investigation period is made neossary by pending criminal 
charges. 

If the Investigation reveals that you are guilty of a dischargeable o^iense, you 
will be notified promptly of your dischaige. U you are not guilty of any misconduct, 
you will be returned immediately to your job with pay for the time missed during 
the suspension. If you are found guilty of some misconduct, but not misconduct 




sufficiently serious to warrant discharge, you will be returawJ to your job, with 
or without badk pay, depe&ding upou the seriousness of th^ tmsconduct. 



\noiatkms of Standarils (rf Conduct 

The following offenses violate acceptable standards of conduct for employees 
of The Fulton-DeKalb Hospital Authority. Such standards arc not intended 
to restrict the rights of individuals, but to protect and maintain the rights of 
all. 

Discipline for these offenses may include a written reprimand, a disciplinary 
suspension without pay or discharge, depending upon the type of violation and 
the circtmistances surrounding it 

These offenses arc examples of undesirable or intolerable behavior, but as 
such are not all inclusive since you as an employee are expected to comply with 
the rules of common sense and (tecency* 

1. Falsifying any hc^pital r^rd or giving fal^ information for bc^pital records; 
withholding any pertinent information or giving false information in applyingtn 
for employment or leaves of absence. 

m 

2. Unauthoriaed p(^sessioo or use of drugs; bringing liquor or other intoxicants^ 
to work; consuming any intoxicant on hospital property; reporting to work^ 
in sn intoxicated £X>ndition because of previous indulgence. g 

3. Fighting or inflicting, attempting or threatening bodily injury to any person ^ 
on hc^pital property. o 

4. Stealing or the unauthoriz^ possesion of hospital property or of the property^ 
of others* ^ 

5. Sleeping on the job, neglecting your work, flagrantly loafing, or being either^ 
verimlly or physically abusive toward patients or visitors. m 

6. Failing to report any disease you have which may endanger any other person. 2 

7. Deliberately restricting or attempting to restrict or interfere with hospital^ 
operations, ^ 

8. Insubordination — including (but not limited to) open defiance of instructions 
from your supervisor, or the use of abusive, profane or threatening language 
toward any supervisory personnel 

9. Possession of any firearms (other than those authorized by the hospital) 
or other weapons on hospital property. (Employees legally licensed to carry 
a weapon must check their w«pons into the Security Office at the beginning 
of the work day and check them out at the end of the work day.) 

10. Disclosure of a)nfidential patient infommtion. 
n* Excessive absence and/or lateness in reporting to work. 

(a) Continuous absence of three days without notifying your supervisor. 

(b) Absence of four days (over and above accrued sick leave) unauthorized 
by your supervisor within a 90 day period 

Q (c) Tardiness of four occasions within a 30 day period. 
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12. Failure to follow instructions* including refusal to work ovcrtinac under 
unusual conditions or circumstances, special hours or special assignments 
when requested by your supwvisor to do so. 

13. Performing work of substandard quality or quantity after proper orientation 
and draining. 

14. Coercing or harassing fellow employees or using insulting, profane, or 
threatraing language to^^'ard theoL 

15. Failure to exercise reasonable care, consideration, courtesy or appropriate 
langua^ in dealing with patieats or visitors. 

16. Gambling on hospital property 

17. Leaving the hospital premises or work area during work hours without 
permission from your supervisor; leaving work before the end of your shift 
without permission from your supervisor. 

18. Failure to wear uniform dcagnatcd by the Uniform Committee or appropriate 
office attire and ID badge, or failure to comply with hospital standards 
rancQning personal hygiene and grooming. (These standards vary depending 
upon job classiHcation and work area. If you have any questions as to the 
regulations applicable to you, plc^ see your immediate supervisor.) 

19. Creating or contributing to unsanitary or unattractive conditions anywhere 
on hospital property 

20. Failure to notify your department head or his designated representative 
it, advance as reqiiircd by the department when you will be absent or unable 
to report at your r^ularly schcdul<^ time. 

2L Smoking in employees^ work areas, halls, corridors, elevators, or where 
employees meet ];mtient$ and vi^tois or other designated non^oking areas. 

22. Damaging, abusing, neglecting, or decommissioning equipment or supplies; 
harming or wasting hospital property, or the property of other employees, 
or other persons. (In case of a willful violation, the employee will be subject 
to discharge.) 

23, Engaging in disorderly conduct on hospital property 

24* Engaging in conduct or conversation which would tend to reflect adversely 
on the hospital and/or any member of the hospital staff at any time or place. 

25. Vidation of fire or safety regulations* 

26. Failure to report immediately any injuries sustained on hospital property 
or in connection with your worL 

27. Causing a nuisance because of excessive interference from creditors, 

28. Marking bulletin boards or notices posted on bulletin boards; removing 
bulletin board notices or material without permission. (Nothing is to be 
posted on public bulletin boards without permission from the Personnel 
Department or the Employee Relations Department* Nothing is to be posted 




on department buUctin boards without permission from the Department 
Head iovdved) 

29. Excessive use of hospital telephones for personal calls or any use for 
unauthorized personal long di^anc^ calls* 

30* Unauthorized sohdtation of patients or visitors on hospital pmnises; sdidtation 
of employees during working time or m a working area, or the distribution 
of any printed material during working time or in any working area without 
prior approval from the Director of BerwnneL 

31. Failure to attend assigned classes or meetings of the hospital In-Service 
Education program or departmental meetings. 

32* The use of audio equipment or television sets during working hours, except 
by approval of your department head. 

33. Violation of any hospital policy as outlined in the Personnel Handbook 

or other administrative directive. tn 

34. Failure to sign yourself in upon reporting to work or out when leaving for 
the day, (You will not be permitted to begin work before your established 
reporting hour or remain after your scheduled closing hour without proper 
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authorization. All employees are required to sign themselves in and out o 
daily on the appropriate sign in sheet at each work station.) tn 
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EMPLOYEE 
GRIEVANCE 
PROCEDURE 



The hospitals encourage meaningful communications between employees and 

management. A major part of any such program of effective communications 

must include a workable means for employees to air their grievances. Employees 

are encouraged to discuss informally their problems or complaints with their 

supervisors at any reasonable time. Also, the Hospital Authority has adopted 

a Grievance Procedure for employees who desire to process their complaints c/> 

in a formal manner. This procedure is as follows: t3 

m 

Indhfidual Grievances ur 

o 

1. The following procedure applies to all employees of the Authority (except ^ 

probationary, temporary, on call and pool employees), regardless of affiliation " 

with or representation by any outside organization. Nothing contained in p 

this procedure in any way interferes with or prevents any employee from > 

exercising his or her right to sp<^ for and represent himself or herself. Employees 

are free to discuss informally their problems with the immediate supervisor. 2 

However, the procedures outlined below represent the exclusive means by h 

which formal employee grievances may be processed, 3 

I— » 

2. Any employee may file a grievance by the following m^ns: > 

Step 1. Within 5 working days after the occurrence upon which the grievance ^ 
is based, the employee shall reduce the grievance to writing on a grievance 
form and file it with the employee's designated supervisor. The supervisor 
will promptly respond to the grievance or schedule a meeting. In the event 
a meeting is held and if the employee desires^ he or she may be accompanied 
by a fellow employee from the department (who may be the department steward), 
in which case the designated supervisor may be accompanied by another 
hospital representative from the department. Within 5 working days after 
the receipt of the grievance, the designated supervisor shall reply to the grievance 
in writing on the grievance form. (Steps 1 and 2 do not apply to grievanos 
involving the discharge of an employee or a disciplina ry five-day suspension 
of an employee, and such grievances should be initially filed at Step 3 with 
the office of the Director of Employee Relations within 7 calendar days after 
the discharge or suspension. The Director of Employee Relations will forward 
the grievance form to the designated representative of the Executive Director.) 
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Step 2. If the employee is not satisfied with the decision by the supervisor 
at Step 1, within 5 working days after receipt of such decision the employee 
Q may advance the grievance by filing the same form with the designated 
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department representative. A meeiiag shall be held within 5 working days 
after the receipt of that grievance. If the employee desires, he or she may 
be accompaiu«i by no more than two fellow employees firom the department 
(or the department steward and the chief stevvard for the dqjartment), in 
which case the designated department representative may be accompanied 
by no more than two other hospital representatives, one of whom may be 
from the department. Within 5 working days thereafter, the designated 
department representative shall issue a decision in writing, which shall be 
attached to the grievance form and returned to the employee. A copy of the 
decision shall also be provided to the employee's representatives who attended 
the Step 2 meetmg. 

Step 3, If the employee is not satisfied with the decision by the designated 
department representative at Step 2, within 5 working days after receipt of 
such decision the employee may advance the grievance by filing the same 
form with the designated rcpr^ntative of the Executive Director. A meeting 
shall be held within 5 working days after the receipt of the grievance. If the ^ 
employee desires, he or she may be accompanied by two fellow employees 
from the department (or the department steward and a chapter officer), in S 
which case the designated representative of the Executive Director may be S 
accompanied by two other hospital representatives, one of whom may be o 
from the department. Within 5 working days thereafter, the designated ^ 
representative of the Executive Director shall issue i* decision in writing, - 
which shall be attach«l to the grievance form and returned to the employee, o 
A copy of the decision shall also be provided to the employee's representatives > 
who attended the Step 3 meeting. [ ' 

Step 4. If the employee is not satisfied with the decision by the designated S 
representative of the Executive Director, within 5 working days after such fn 
decision the employee may advance the grievance to the Step 4 Committee, S 
by filing the grievano; form with the Director of Employee Relations, Thereafter, ^ 
the Committee will set a hearing at a mutually convenient time within 10 <^ 
working days after the receipt of the grievance and issue a written decision 
within a reasonable nme after the conclusion of the hearing. Copies of the 
written decision shaU be provided to the employee and his or her representatives 
who attended the hearing. If the employee desires, he or she may be accompanied 
by two fellow employees (who may be the department steward and a chapter 
officer) and/or counsel (who may be an international union representative 
or local union business representative) at the hearing. The Committee shall 
hear witne^ who have relevant information concerning the fiacts and 
circumstances surrounding the grievance. Either side can call up to three 
(3) witnesses. Any additional witnesses will be subject to the discretion of 
the Committee, provide that any partici{mnt desiring to have witnesses called 
must submit a written list of such proposed witnesses to the Director of Employee 
Relations at least 5 calendar days prior to the hearing. If any member of the 
Committee has been directly involved in the facts and circumstances sunounding 
the grievance, the Executive Director shall name an alternate to replace that 
individual in the particular case. The decision by the Committee shall be 
forwarded to the Executive Director, who shall cither approve, reject or modify 
the dcdsion. The decision by the Executive Director shall be final. 
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3* Working days m^tns days wwked by the peisoo taking the action (excluding 
Saturdays, Sundays and ofHcial hc^pital holidays); provided, however, that 
in the event the hospital representative is absent for a period in exc^ of 2 
calendar weeks (or in excess of 1 calendar week in dischajcgc cas^), another 
hospital representative will be designated 

4. All meetings scheduled under the above procedure will begin on schedule. 
No steward or union representative will be recognised for these purposes 
unless the Director of Employee Relations has )Htn previously advised in 
writing by an ofHctal union representative that the individual m so authorized 
to act in the designated capacity. Stewards and other employee representatives 
shall perform their work duties* Properly designated stewards and other employee 
representatives shall be granted reasonable time to process grievances in 
accordance with this procedure, and supervisons will not unreasonably deny 
permission to them. 

5* Each grievance must be submitted separately by an individual employee on 
a grievance form. No mass grievances will be recognized under the above 
pn>cedure- Proper decorum will be maintained at all times, 

6. In the event the employee fails to file or advance the grievance in accordance 
with the time limits provided above, the grievance shall be conddered dropped 
In the event a decision is not rendered within the time limits provided above, 
the employee may advance the grievance to the next step. The time limits 
provided above may be extended by mutual agreement in advance of the 
expiration of the time Umii. If any hospital representative fails to act within 
the specified time limits, the Director of Employee Relations will notify the 
Executive Director imm«iiatcly. 

7. New employees shall not be eligible to use the grievance procedure outlined 
above during their probationary period. Temporary, pool and on call employees 
do not have access to the greivam^e procedure. 

8. Three copies of all written reprimands, discharge notices and progress reports 
shall be prepared After discussion between the supervisor and the employee, 
one copy of the form shall be given to the employee. Within 1 working day, 
the employee shall be required to acknowledge receipt of a copy of the form 
by signing and dating the remaining 2 copies of the form in the presence of 
the designated supervisor alone. At that time, the employe will be furnished 
a copy of the executed form. The form shall expressly state that the employee 
is not necessarily agreeing with its contents. With respect to the time for filing 
a grievance concerning the issuance of any written reprimand, discharge 
notice or progress report, the date of occurrence shall be deemed to be the 
date the employee receives a copy of the form. Any employee who refuses 
to sign such a form shall be denied the right to process any grievance arising 
out of the issuance of the form under the hospital*^ grievance procedures. 

9. All employees shall be granted the right to inspect any and all aspects of their 
individual personnel ffle (except pre-employment information) in the Personnel 
Department* Such inspections shall be made in the Personnel Department 
by appointment at a mutually convenient time within 3 working days after 
the request of the employee. This same olicy shall apply with respect to 
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the insp«:tlon of relevant payroll records and insurance records of the individual 
employee. If the employee desires, during such an inspection he or she may 
be accompanied by a fellow employee (who may be a steward). Copies of 
such documents will be provided to the employee upon request to the extent 
that they are relevant to the processing of any pending grievance that employee 
has. 

General Grievances 

L In cases of general grievances by groups of employees in a department^ they 
may reduce those general grievances to writing and have an employee of 
the department file them with the department head. An employee from the 
department may also request an appointment with the department head to 
discuss the grievance. If the department head feels that the grievances justify 
such a meeting, the department head will arrange a meeting at a mutually 
agreeable time with no more than 5 employees of the department No persons ^ 
from outside of the department are permitted to attend such meetings. If the ^ 
employees arc not satisfied with the position taken by the department head, m 
they may request a meeting with the Associate Dir^:tor in charge of the particular < 
department by having one of the employees request such a meeting by filing Co 
a copy of the written grievances with him. Any such request shall be made § 
to the Associate Director. If the A^ociate Director feels that the grievances ^ 
justify such a meeting, the Associate Director will arrange a meeting at a ^ 
mutually agreeable time, which meeting may be attended by the Associate ^ 
Director, the Director of Employee Relations, the department head, and go 
no more than 5 employees of the department. If the employees desire to have ^ 
union representation at such a meeting, one of the employee should make ^ 
the request for a meeting through the Director of Employee Relations. Any ^ 
such meeting may be attended by the Associate Director, the Director of ^ 
Employee Relations, the department head, a union representative (chief steward > 
or local union business representative), a chapter officer and no more than oo 
3 employees of the department i-i 
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